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JCALS SWP 3.1.1 FUNCTIONAL INFORMATION
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1.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Changing Your JCALS Pass Words (Changing Login and Database Passwords)

. TM Processes (TYPE & SUBTYPE Screens)

Creating Shortcuts (Shortcuts to TM Processes)

Backorder Report by Account (Generate Inventory Reports / 4.2.1 — Backorder By Account Report)

Check Status of TO Order (Manage One Time Requisition / 3.10.10 — Search for Publication Orders
(Viewing a Publication Order)

Produce ID Report by Account or Publication (Manage Initial Distribution for a TM / 4.2.52 —
Generate ID Report by Account or Publication

Reconciliation Report (CSRL) (Manage TM Accounts / 4.2.45 — Generate Account Reconciliation Report)

Master Address Report (Manage TM Accounts / 4.2.50 — Generate a Master Address Report)

Printing Reports in MS Word & Excel (4. - Print Report Files [No Type/Subtype Reference] )

Order a TO (Manage One Time Requisition / 3.10.9 — Order a Publication)

10.1 Special Instructions for ordering TO Supplements and TCTO’s

Make a Few Changes to ID (Manage Initial Distribution for a TM / 3.10.6 — Specify Account ID for a Publication)

11.1 Special Instructions for going on ID for TCTO Series Headers

Make Many Changes to ID (Manage Initial Distribution for a TM Account / 3.10.1 — Specify Initial Distribution
Requirements for a TM Account)

View a TO Index (Manage TM Index /3.9.1 — View an Index Entry (Determine the Proponent of a TM)

Find &View a Digital TO (2.7.1 — Searching the Reference Library [No Type/Subtype Reference] )

Document Receipt of TO’s (Manage TM Accounts / 3.6.14 — Manage Receipt of Publications)

AFTO Form 22 (Improve TM / 3.11.1 — Recommend a TM Change) ***(PIM ONLY)***

16.1. HQ ACC AFTO FORM 22 COORDINATION

Report & Track JCALS Related Problems (2.2.5 — Submitting an Incident, Reporting and Tracking
System [IRTS] [No Type/Subtype Reference] )

JCALS on the WORLD WIDE WEB
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1. CHANGING PASSWORDS

The following Training Aid was developed to provide visual
instructions for Changing Passwords. This aid is to be used in
conjunction with the established JCALS Desktop Instructions for Air
Force Users. This training aid is in no way intended to be a stand
alone instruction. This material is intended to provide users with the
minimal requirements necessary to Change Passwords. When the
user becomes familiar with these screens the more advanced
functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
Changing Passwords.
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Double Click on the JCALS Icon.

mapttppt  jtfug_eglin.doc

Figure 1

Department of Defenze [DOD] Warning

ATTEMTION!

THIS 15 & DOD COMPUTER 5%YSTEM. BEFORE PROCESSING CLASSIFIED IMFORMATION,
CHECK. THE SECURITY ACCREDITATION LEVEL OF THIS 5%STEM. DO MOT PROCESS,
STORE. OR TRAMSHMIT INFORMATION CLASSIFIED ABOWE THE ACCREDITATION LEYEL OF
THIS 5%5TEM. THIS COMPUTER 5YSTEM, INCLUDING ALL RELATED EQUIPMENT,
METWIORKS AND METWOREK DEVICES [INCLUDING IMTERMET ACCESS] ARE PROVIDED OMLY
FOR AUTHORIZED U.5. GOWERMMENT LISE.

DOD COMPUTER SYSTEMS May BE MONITORED FOR ALL LAWFUL PURPOSES, IMCLUDING
TO ENSURE THEIR USE IS AUTHORIZED, FOR MANAGEMENT OF THE SYSTEM, TO
FACILITATE PROTECTIOM AGAINST UMAUTHORIZED ACCESS, AMD TOVERIFY SECURITY
PROCEDURES, SURVIVABILITY, AND OPERATIONAL SECURITY, MOMITORING INCLUDES,
BUT IS MOT LIMITED TO, ACTIVE ATTACKS BY AUTHORIZED DOD ENMTITIES TO TEST OR
VERIFY THE SECURITY OF THIS SYSTEM. DURING MOMITORING. INFORMATION MaY BE
ExAMINED, RECORDED, COFIED AWND USED FOR AUTHORIZED PURPOSES. ALL
IMFORMATIOMN, INCLUDING PERSOMNAL INFORMATION, PLACED ON OF SENT OVER THIS
=1'STEM MAY BE MOMITORED. USE OF THIS DOD COMPUTER SYSTEM, AUTHORIZED OR
UMAUTHORIZED, CONSTITUTES CONSEMNT TO MOMITORIMG.

UNAUTHORIZED USE OF THIS DOD COMPUTER 5STEM i Click on the Agree button.
PROSECUTION. EVIDEMCE OF UMALTHORIZED USE COL

BE USED FOR ADMIMISTRATIVE, CRIMIMAL OF OTHER ADYVERSE ACTIOMN. USE OF THIS
SYSTEM COMNSTITUTES COMSENT TO MOMITORING FOR ALL L&wFUL PURPOSES.

Agree Dizagres |

Figure 2
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JCALS - Login ]|

Huast: egafblwhd 1 1.
zer Mame: .=_5;|username z
Pazsword: 3.
[ atabaze
Paszvward:
Connect to & Yoe 1. Enter JCALS Username.
Cerver: 2. Enter JCALS Password.
3. Enter Database Password.
(1] 4 I EditHosts § 4. Click on the OK button.
D

Figure 3

Figure 4

SPECIAL NOTE
As always, please make sure your passwords are
at least eight characters long, comprised of
upper/lowercase alpha characters, a minimum

of two numbers, and one of the following special
characters ! @ # $ % " &

Examples: Gdyesr45! prTy98by@ afRL@th25

Note: Avoid using any of the following special
characters * () - + =
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# JCALS Session Manager

 File Edit View Help
[Eorrest i SenEr
Disconnect fram Server

" Changs Databass Password

Exit

> B X

Processes  TM Report  teminal
Generator

=
-2 EditAiew tools
€ Utili tocls

gy Engineering Data &
{23 Shortouls
(£ LogEntiies

Ei—

Change Logih Password

1. Click File.
2. Click Change Login Password.

[Conweeten [ 4

Figure S5

1.
0ld Pazzword: ||
Mew Pazzword: I 2.
Confirm Mew Pagsward: I

3.

Your new password must be 8-16 characters lang
and contain an alphanumernic mis of at least bwo
alphabetic and bwo numernic characters. 4.

k. Cancel |

1. Input your old Login Password.

2. Input your new Password (passwords are
at least eight characters long, comprised of
upper/lowercase alpha characters, a minimum
of two numbers, and one of the following
special characters ! @ # $§ % ~ &

3. Confirm (re-input) your new password.

4. Click OK.

Figure 6

Fazzsword Change Successful,

""" Click OK.

Figure 7
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# JCALS Session Manager

I [=] 3

g i ] . [ —
Earnestts Getver 2 B
Disconnect from Server
Change Login Passwaord = X
Eoses  TH Fepot  Heteminal

el

Esit

=i

L2 EditAiew tools

S Utility tools

(B g |1 [ ool

oy Engineering Data A
~(C3 Shertouts
-] Log Entries

6 I £ |

Change Databass Password

Gererator

1. Click File.

2. Click Change Database Password.

[eomNEETED [T 2

Figure 8

4—/1.

Izer Mame: turhere
Old Pagsward: I
Mews Pazzword: I

Confirmn Mew Passwaond: I
Yaur new paseword must be 8-16 characters lang and contain

an alphanumeric mix of at leazt bwo alphabetic and bwao nurmenc
characters.

] Cancel |

|

.
.

Input your old Database Password.

Input your new Password (passwords are at
least eight characters long, comprised of
upper/lowercase alpha characters, a minimum
of two numbers, and one of the following
special characters ! @ # $§ % " &

Confirm (re-input) your new password.

Click OK.

Figure 9

Change Databasze Pazsword B

@ The Databaze password was changed successfully
.
\A | Click OK.

Figure 10

RETURN TO INDEX

1-60f6




JCALS FUNCTIONAL USERS
TRAINING

EFFECTIVITY: JCALS SWP 3.1.1, 01 OCT 02. Replaces all earlier versions.

2. TM PROCESSES

RETURN TO INDEX




2. TM PROCESSES

The following Training Aid was developed to provide visual view of the TM
Processes required to use when starting each individual TM process. This aid is
to be used in conjunction with the established JCALS Desktop Instructions for Air
Force Users. This training aid is in no way intended to be a stand alone
instruction. This material is intended to provide users with the minimal
requirements necessary to start each of the TM Processes. When the user
becomes familiar with these screens the more advanced functions of this
program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training (WBT)
program.

2. The user is familiar with USAF directives required to perform the
following TM Processes.
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¢ JCALS Session Manager

File Edit Wew Help

IRTS

The following Type and Subtype selections are
used to perform the TM Processes covered in
this JCALS TODO FUNCTIONAL USERS
GUIDE (JTFUG). In each of the following
Subtype description blocks the user will find
the JCALS Desktop Instruction (DI) paragraph
number, short title along with the JTFUG
section number and short title.

(=-[Z7 Toals
B Administration 0 r X
1. oy Engineering Data A TMReport  ¥-kerrminal
Editiew kools Generator

Electronic Office

----- & Utility toals 2
----- (27 Shartcouts :

1| |

----- [ Log Entries
-]

I=er mcmillin logged inko egafbivwnd

1. Click on TM Tools.
2. Double click on TM Processes.

|4

|CONMECTED | |

4 Select a TM Process Type and Subtype O] =]

Figure 1

b anage Initial Distribution for a Th
b anage Initial Distribution for a T Account
kM anage Imventorny

M anage One Time Heguisition
M anage Policy and Guidance

Tupe B
Generate lnventorny Reports

Generate T [ndex Reportz

Irmpronee T

=

Subtype

Order a Publication

3.10.9 Order a TO. # 10. Order a TO

Search for Publication Orders

Hake Sharteut

3.10.10 Check Status of TO Order, # 5. Check
Status of TO Order

LClogze Help

Figure 2

2-30f6



4 Select a TM Process Type and Sublype =] B2
Tupe B

Generate Inventory Reports
Generate TH Index Reparts
Irmprove T

M anage [nitial Distribution for a T
k anage Initial Distribution for a T Account
tanage lrventaon

tanage One Time Requizition

Specify [nitial Distribution by Tk Account Pr han to ID
Specify sccount 1D for a Publication C ges to

b anage Policy and Guidance j
Subtype .
Specify Initial Distribution by Like ltem 3.10.6 Make Few Changes to ID, # 11. Make a Few

Generate 1D Report by Account or Publication

by Account or Publication

4.2.52 Generate ID Report, # 6. Produce ID Report

[k Hake Shartout Cloze Help

Figure 3

4 Select a TM Process Type and Sublype =] B2

Type [«]

t anage lnventorny
tanage One Time Requisition

tanage Policy and Guidance J

b anage Cluality Azsurance
b anage Repogitony
tanage T Accounts

tanage T [ndex

Manaﬁe Tt Mumbering j
Subtype I
Wiew an Index Entry

|dpdate an Index Entry . .

Change E quipment Specialist for Multipf| 3+9-1 Who is the TO Manager, # 13. Who is the TO

Change [tem kanager for kMultiple Stock Manager

Charge Th Manager for Multiple Pubs

[ take Shartcut Cloze Help

Figure 4
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4 Select a TM Process Type and Sublype =] B2
Tupe B

Develop T Reproducible b aster
Generate History Reports

[aenerate |nventary Heports

Generate T Index Reports

Irmprove Th

tanage Initial Distribution for a Th

k anage Initial Distribution for a T Account

k anage nventory j

Subtype | -
B ack Order by Account Beport

Brack Order by Publication Report

B:Ek D:d:: I:.ﬁ pﬂbﬁﬁztiﬂﬂ SSrmary Fepd 4.2.1 Backorder Report by Account, # 4. Backorder
Demand Histary Repart Report by Account

Procurement Hizton B eport
Receipt of Stack by Carmer Repart
Receipt of Stock by Date Report

Receipt of Stock by Printer Repart LI

W take Shartcut Cloze Help |

Figure S

4 Select a TM Process Type and Sublype =] B2

Tupe B
Develop T Reproducible b aster

Generate History Reparts J
Generate ventary Feports

Generate T Index Reports

Irmprove Th

tdanage Initial Distribution for a Th

Manage [nitial Distribution for a T Account

k anage nventory j

Subtype |

Specify [nitial Distribution Requirements for 3 T Account

Specify [nitial Digtribution Beguirements for Subaccounts
3.10.1 Many Changes to Account ID,
# 12. Make Many Changes to ID

[ Hake Shartcut Cloze Help

Figure 6
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4 Select a THM Processz Type and Subtype =12

Tope [«]
M anage [nventary

tanage One Time Requisition
b anage Policy and Guidance
kanage Quality Aszsurance

b anage Fiepcnsﬂcnr_l,l

Manage Th Inde:-:

tanage Tk Mumbering

tanage Tk Pricing

b anage Warehousze

Perform Acquizition

Perform Fost Publication R eview |

Feproduce T I
ubtype

Subl |

Request a Mew Th Account .

Heguegt an Update to a TH Accourt 3.6.14 Update Receipt of TO’s, # 15. Document

Wiew a Thi Account Receipt of TO’s

M anage Receipt of Publications

b aintain FMS Caze

Generate Account Beconciliation B eport

Generate Annual Review of Subaccount Inventaries Report Report (CRSL)
Generate [nitial Diztribution Pub [nventory B eport

. N T
Generate Account Reconciliation Feport File 4.2.45 List of TO S, #7. Reconciliation

Generate Initial Diztribution Pub [hventory by Subaccount Feport
Generate Mazter Address Report

Generate TM Account Initial Diztribution Report

Generate Th Account Status Report 4.2.50 POC LiSt, #8. POC List

0] I ke Shorteut Cloze I Help |

Figure 7

4 Select a TM Process Type and Subtype =] 3

Tvpe [=
Develop Cost Estimates and Manage Funds

Develop TM Reproducible Master

Generate Hiztorm Reparts

Generate Inventory Reports

Generate TM Index Reports

Imnprowe Tk

b anage Initial Diztrbution for a T

tanage Initial Distribution for a TM Account

kanage lnventary

b anage One Time Regquizition

b anage Policy and Guidance ;I

Subtype I
Recommend a Tk Change

Wiew a Recommended T Change

Prepare T Change Package 3.11.1 AFTO Form 22, #16. AFTO Form 22

Generate Recommended Th Change Action Dat
Generate Recommended Th Change Conzolidated Statua Report
Generate Recommended Th Change Past Due Report

Generate Recommended Th Change Statistical Progress Report
Generate Recommended T Change Statuz Report

Generate Recommended Th Change Submitted Report

Generate Recommended T Change Suzpenze Date Analyziz Report
Generate the 10 T ks with the Mozt Becommended Changes Repart

1) Make Shorteut Cloze Help

Figure 8

RETURN TO INDEX
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3. CREATING SHORTCUTS

The following Training Aid was developed to provide visual
instructions for making Shortcuts. This aid is to be used in conjunction
with the established JCALS Desktop Instructions for Air Force Users.
This training aid is in no way intended to be a stand alone instruction.
This material is intended to provide users with the minimal
requirements necessary to Make a Shortcut. When the user becomes
familiar with these screens the more advanced functions of this
program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
Creating Shortcuts
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CREATING SHORTCUTS

This process will work for all Select a TM Process Type and Subtype
selections. Once a shorcut is created, it is no longer necessary to
open the TM Processes folder to accomplish that task.

+ JCALS Session Manager
Eile Edit “iew Help

- [Ox]

E:

X

Heteminal

. TH Repart
rierator

Electronic Office
800 Links

P EdtAiew tooks
it Utility tools

(g M T ool

g &, Engineering Data &

Shortcuts

(7 Log Entries

1. Select the TM Tools folder.
2. Double Click on the TM Processes Icon.

il —

User tunere Ingged into egafbl wnd

e |

Figure 1

=10] x|

4 Select a TH Process Type and Subtype

Tupe

Generate lnventary Reports
Generate TM Index Reparts
Improve Th

NOTE: The following procedure will work for all
Select a TM Process Type and Subtype selections.

tanage Initial Distribution for a Thd
tanage Initial Distribution for a TM Account
tanage Inventory

tanage One Time Re

kd 2imma Palicn zmd S

Subtype

Search for Publication Orders

AVAN

[y

Select Manage One Time Requisition.

g

Select Order a Publication.
Click on the Make Shortcut. (This

procedure should be accomplished each time
anew Type and Subtype TM Process has
been started.)

Figure 2
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+ JCALS Session Manager

File Edit Wiew Help

=0l x|

E..ﬁ Tools
: B Administration @

P Ediview tonls
Electronic Cffice

----- |7 Shorteuts
----- |27 Log Entries

e

Search Reference Library Shutting Down

& Enginesring Data A | o e cickation Edit e tools

@ Uiy tooli /

2 g X o & @

Electronic Engineering Links T Tools Utility tools

Office Data Access

Click on the Shortcuts folder.

COMMECTED [ 4

¢ JCALS Session Manager

Figure 3

W-El=]

File | Edit Wiew Help

= Clearlog
B Admnistiaon || @ @
& Dalahase FewlD
Electronic Office Changes
0 Links

P EditAiew tooks

i g Utility toals

-y TM Tools

& Engineering Data &
r e

Generale
Account Re,

£ uts
([ Log Entries

Recommend a Search for Pub

Index Entry
TM Change  Orders

Gererale 1D Repart by
Master Aceount o

1.

1. Highlight Select the Shortcuts icon.
2. Select Edit and click on Rename Shortcut.
Y —
Rename Shortcut |CONNECTED | I /AI
Figure 4
+ JCALS Session Managel : 1 [=] 3

‘Eile Edit “iew Help

o |

& &

Changes

/P EditAiew tooks

it Utility tools
S TM Tooks
o4, Engineering Data &
- uts]
{7 Log Entries
L — |

User tunere Ingged into egafbl wnd

FewlD Generate
Account Re...

& & & & & & &
Fiecammend a Search for Pub

D Repartby  Index Entry Mary 1D
TH Change Orders

Accaunt 0. Changes

Generate
Master ..

Type in the desired name of your shortcut; press
Enter on your keyboard.

—
CONNECTED | = 2|

Figure S

RETURN TO INDEX
3-40f4
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4. BACKORDER REPORT BY ACCOUNT

The following Training Aid was developed to provide visual
instructions to produce a Backorder Report By Account. This aid is to
be used in conjunction with the established JCALS Desktop
Instructions for Air Force Users. This training aid is in no way
intended to be a stand alone instruction. This material is intended to
provide users with the minimal requirements necessary to produce a
backorder report by account. When the user becomes familiar with
these screens the more advanced functions of this program can be
utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives required to
produce a Backorder Report By Account.
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4.2.1 BACKORDER BY ACCOUNT REPORT

# JCALS Session Manager I =] B3

File Edt WYiew Help

) 4

Hetaminal

LB Administration
Database
Electronic Office

2.

Shortcuts
-] Log Entries

1. Select the TM Tools folder.
2. Double Click the TM Processes folder.

i S

User turnere logged into egafbl wnd |coMmMECTED | | | 4

Figure 1

4 Select a TM Process Type and Subtype M=l
Tupe I:I

Develop Th Reproducible M aster
Generate History Reports
Generate Inventory Reports
Generate TM Index Reports
Improve Th

tanage Initial Digtnbution for a T

tanage Initial Digtnbution for a T Account

M anage Inventony j

Back Order by Publication Report
Back Order by Publication Summary Report
Demand Histary B eport |

Frocurerent History Fepak

Receipt of Stock by C
Feosint of Stock by Daf] 1+ Select Generate Inventory Reports.

Receipt of Stack by Frirg 2. Select Back Order by Account Report.
3. Click on the OK button.

oK

Figure 2
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Back Order by Account Report

EZ
T

1. Highlight your Organization and Enter TODO Code.
2. Click the Choose button.

it

Figure 3

Choose Addrezs Code

1.
2.
1. Select the Choose button.
2. Highlight the Address Code.
3. Click on the OK button.
3.

Figure 4
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Back Order by Account Report

ET

it

Figure S

Run Report

Click on the No button.

Figure 6

Back Order by Account Report

F*123M11571201 T
F*123M115971202 32-1-568

F122M11571201
F123mM11971202
F123M11371201
F123mW115971202

32T 0007E5000008
32T 0007e3000008
32T 000765000006
32T 000762000008

Figure 7
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Save as ype: IES"J Files [F.oav)

File name:

Sl off [

1.
2.
3.

Select the desired folder/location.
Enter the desired File name.
Click on the Save button.

backaorder date account number. cay

)

Save

j Cancel |

i

Figure 8

To print this report see “9 PRINTING REPORTS IN MS WORD &

EXCEL” in the JTFUG training package.

— Search Criteria

Org. Identifier:

[5aEn
Back Order Diayps: IALL "I

Apply

| Clear

Address Code: [E0B0G bheese] |

Click on the Print button to

~Repot

print a Back Order Report.

Org.|dentifier

| Document Ho.

| Pub Stack Me.

1302
1302
1302
1302
1302
1302
1]

F122M11571201

F123mM11971202
F*123mM11571201
F123mM115971202
F*123M11571201
F*123mM11971202

32T 0007E500000 ErQEaeTy 3

32T0007E8000006 32-1-568 5

32T 000765000008 32-1-567 B

32T0007R8000006 32-1-568 [

32T0007R5000008 32-1-5 [

32T0007E8000008 MBS EILI
13

AK

Save &z File |

Cloze |

Help

Figure 9
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HP Lazerlet 55

1. Select the required Printer Name.
2. Click on the Properties button.

(e

L Eages o o |

Figure 10

HFP Lazerdet 551 on VAWWOODACE-5_55i Properties

puoSelect 7]

Select the Landscape option.

Morogptons.. | agos. | RostoreDolauts |

—

Figure 11
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HFP Lazerdet 551 on VAWWOODACE-5_55i Properties

Legal  Ewxecutive a4 Ervelope Envelo

Click on the OK button.

Figure 12

Back Order by Account Report

F=123M115971201 32T0007ER000006 32-1-567
F=12311971202 32T0007E2000006 CER B

F=1236 11971201 32T000755000006 .
F*123M 11971202 szroooreeooonos | Click on the Close button.
F*1230 11971201 32T000755000006
F=1 2301157120

Figure 13

RETURN TO INDEX
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5. VIEWING A PUBLICATION ORDER

The following Training Aid was developed to provide visual
instructions for Viewing a Publication Order. This aid is to be used in
conjunction with the established JCALS Desktop Instructions for Air
Force Users. This training aid is in no way intended to be a stand
alone instruction. This material is intended to provide users with the
minimal requirements necessary to View a Publication Order. When
the user becomes familiar with these screens the more advanced
functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
Viewing a Publication Order.
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3.10.10 VIEWING A PUBLICATION ORDE

+ JCALS Session Manager
File Edit Wiew Help '

CHEE

) =l

B[] Tools

LB Administration
: Database
Electronic Dffice
800 Links
P EdtAiew tooks
it Utility tools

Engineering Data &
P ortcuts
(21 Log Entries

& X

. TH Repart Heterminal
Generator

il —

User tunere Ingged into egafbl wnd

1. Click on TM Tools.
2. Double click on TM Processes.

ConNECTED [T

Figure 1

4 Select a TM Process Type and Subtype

Type

M anage Inventony

tanage One Time Feqg L
tManage Palicy and Guidance

tanage Quality Azzurance
M anage Fepositary

Manage TH Accounts
M anage Accounting [Army)
tManage TH Index

Subtype

Order a Publication

Search tor Publicahon Orders

Acceszs MLL bo Order Mavy Publications

1.

2.
3.

Select Manage One Time Requisition.
Select Search for Publication Orders.
Click on the OK button.

Make Shortcut

Cloze I Help I

"""\ Information

Figure 2

=101

E_ Please wait. Starting the Publication Order Search'.Tool.

e —

Click on the Close button.
1

Figure 3
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Search for Publication Orders —10] x|

-

- e [ e

4“_
[ ety [ ]

1. Enter your Org. Identifier code.
2. Click on the CHOOSE button.

Figure 4

Choose Address Code

1. Click on the Choose button.
2. Select the Address Code.
3. Click on the OK button.

Figure 5
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Search for Publication Orders

1. Org Identifier and Address Code are
now populated.
2. Click on the Apply button.

Search for Publication Drders

1. Select the Results required to view.
2. Click on the View button.

Figure 7
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View Publication Order x|
I

L e e A A
e

N P O
oot
- e
vl

L&

X = | View the required information.

AR N

1. To close the View Publication Orders screen click on File.
2. Click on Close on the pull-down menu.
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Search for Publication Orders | : |J

Orodentifier: JBOEQ Tl

Search Criteria

NOTE: If a Pub Order with BB (Backorder) status is selected the
CANCEL BACK ORDER button will be available. If the
CANCEL BACK ORDER button has been clicked the Pub Order
Status will change to BQ.

Click on the Close button when finished.

1. -

esults
Document Mo Req. Type Pub Stock Mo. A @DIC Action Date Status Est. Ship Date Release D
E*050G1299T005 01T0316510000064 AO1 F=a&l-704 BA 303 BmQCT- |
*050G13047001 437100030400000f 31-0CcT-200"

E*050G13047002 43T00030500009%6 AO1 31-0CT-2001 BA 308 2, ov—

E*050G1304T003 43T000315000006 AO1 31-0CT-2001 BB 334 —
]

=] 7 y =

’

View Cancel Back Order Print | Close Help

Figure 10

RETURN TO INDEX
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6. GENERATE ID REPORT BY ACCOUNT OR PUBLICATION

The following Training Aid was developed to provide visual
instructions for Generating an ID Report by Account or Publication.
This aid is to be used in conjunction with the established JCALS
Desktop Instructions for Air Force Users. This training aid is in no way
intended to be a stand-alone instruction. This material is intended to
provide users with the minimal requirements necessary to generate an
ID report by account or publication. When the user becomes familiar
with these screens the more advanced functions of this program can
be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
Generating an ID Report by Account or Publication.
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4.2.52 GENERATE ID REPORT BY ACCOUNT OR PUBLICATION

¢ JCALS Session Manager 19 =] B3
File Edit “iew Help

A

(] Tools
B Administration
&2 Dalahase
Electronic: Office
L Links
- EditAiew tooks

Heterminal

Utility tools

JrGg [ 1 ool
gy Engineering Data 4

2. 1. Select TM Tools.
O b 2. Double click on TM Processes.

CH I— |
User turnere logged into egafblwnd [EONNECTED [ [ [ 4

~SA

y

¥

Figure 1

4 Select a TM Procesz Type and Subtype _ O] =]

pe
i anage Initial Digtribution for a T

tanage Initial Digtribution for a T Account
Manage Inventary |
tManage One Time f b

Manage Palicy and age . . .
Manage Duaiiy ased 1+ Select Manage Initial Distribution for a TM.

Manage Repasitory | 2. Select Generate ID Report by Account or Publication.
Manage TMaceot 3 - Click on the OK button.

Subtype T

Specify [mtial Distribution by Like [bem
Specify [mtial Distribution by TM Account Profile
Specify Account ID for a Publication

Generate ID Beport by Account or Publication

ak Make Shortcut LCloze Help

Figure 2

% Information =] B |

g’ Please wait. Starting the ID Report by Account or Publication Tool.

Clos Click on the Close button.

Figure 3
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NOTE:

TO GENERATE REPORT BY PUBLICATION FOLLOW FIGURES 4 THROUGH 12.

TO GENERATE REPORT BY TM ACCOUNT GO TO FIGURE 13.

Generate ID Report by Account or Publication

1. Select Generate Report By: Publication.
2. Select the Pub No. Icon.

Figure 4

. Clear the Proponent ID field.
2. Enter the Publication No.
3. Click on the Pub Status
button and from the pull-
down menu select All.
. Click on the Apply button.

_________________

Figure S
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1. Note the Pub No. and Pub Stock
No. fields are populated.
2. Click on the Specify button.

Figure 7
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1. Select the Filing folder.
2. Click on the Open Folder button.

e

. Ensure the Folder field is on
filing.
2. Type in a file name in the File
field. Remember there can be
no spaces.

. Click on the OK button.

Figure 9
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1. Note the file name entered in procedure
above has populated the Save As File field.

- bl L LU U] 2. Click on the Generate button.

3. Click on the Close button.

NOTE: There will be an extended wait.

THIS WILL TAKE TIME.

Figure 10

Progress

Click on the Close button.

Figure 11

Generate 1D Report by Account or Publication

Select the Close button.

Figure 12
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To View/Print refer to “9. PRINTING REPORTS IN MS WORD & EXCEL?” in this training
Package.

To Generate ID Report By Account go to Figure 13.

\{'Generate ID Report by Account or Publication :. = o ] B |

Generate R » 4 TM Account -~ Publication

Org. Identifier: BIEQ

Address Code:

L
o

1. Select Generate Report By: TM Account.

_ : 2. Fill in the Org. Identifier field.
Save As File: M 3. Click on the Address Code chooser button.
{-ngssééraiﬁl Close | Help |
Figure 13

»{ Choose Address Code g Y ]

Address Source: “# JCALS - DODAAL o MAPAL

Address

Results:
050G

1. Click on the Choose button.
2. Select the Address Code.
3. Click on the OK button.

OK | Cancell Help |

Figure 14
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Generate ID Report by Account or Publication

. Note the Org. Identifier and Address
Code fields are now populated.
. Click on the Specify button.

Figure 15

1. Select the filing folder.
2. Click on the Open Folder button.

Figure 16
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Specify File Mame For Report

1. Ensure that the Folder: field is set to “filing”.
2. Type in the file name in the File: field.
3. Click on the OK button.

Figure 17

1. Note the Save As File field is populated with your file name.
_?_E"e'al_e A f"m"' 2. Click on the Generate button.
Generate Re v: 41| 3. Click on the Close button.

1 Note: this process will take TIME. The larger the account the
longer the time
THIS WILL TAKE TIME.

Figure 18

Progreszs

Click on the Close button.

Figure 19
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Generate ID Report by Account or Publication

Figure 20

After notification from your MS Outlook, the report is ready to be viewed/Printed.

To View/Print refer to “9. PRINTING REPORTS IN MS WORD & EXCEL” in the
JTFUG Training Package.

RETURN TO INDEX
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7. ACCOUNT RECONCILIATION REPORT

The following Training Aid was developed to provide visual
instructions for producing an Account Reconciliation Report. This aid
is to be used in conjunction with the established JCALS Desktop
Instructions for Air Force Users. This training aid is in no way
intended to be a stand alone instruction. This material is intended to
provide users with the minimal requirements necessary to produce an
Account Reconciliation Report. When the user becomes familiar with
these screens the more advanced functions of this program can be
utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
Managing Receipt of a Publication.
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4.2.45 GENERATE ACCOUNT RECONCILIATION

REPORT

+ JCALS Session Manager = [=] B3
Eile

Edil View Help

|

W

B3 Tools

(] Log Entries

i —

B T Report »eteminal
Eratar

B Administration

; Database
Electronic Office
LD Links

L2 EditAiew toaks

4 Utiity todls 2
e M T ools: )

"oy Engineering Data s
Shortcuts

1. Select the TM Tools folder.
2. Double Click on the TM Processes Icon.

User turnere logged into egafblwnd |CONNELTED | | AI

4 Select a TM Process Type and Subtype =] 2

Figure 1

Tvpe []

M anage Initial Digtribution for a TM Account
Manage Inventary

tManage One Time Requisition

tManage Palicy and Guidance

Manage Quality Azsurance

tanage Fepositary

tManage T Accounts
tanage TH Index

Subtype

Request a Mew Th Account
Fiequest an Update to a TM Account
Yiew a TM Account

tanage Receipt of Publications e
aintain FM5 Case

Generat ik Reconciliation Heport

Generat Account Reconciliatior
Generate Annual Review of Sub 1. Select Manage TM Accounts

ok | Makes| 2. Select Generate Account Reconciliation Report.

\

3. Click on the OK button.

Figure 2

\\. Information =) |

i Please wait. Starting the T Account Reconciliation Tool.

\ Click on the Close button.
Close |

Figure 3
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Account Reconciliation Report

1. Fill in the Org. Identifier.
2. Click on the Address Code Choose button.

Figure 4

Choose Address Code

1. Click on the Choose button.
2. Select the Address Code.

3. Click on the OK button.

Figure 5
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Account Reconciliation Report

Figure 6

Question

You may get a Question pop-up informing you of a JCALS
site not being available. This can affect your results.
Contact your System Administrator for more information.
Click Yes to continue.

Figure 7

Account Reconciliation Report

1. DO NOT use the Print function.
2. To Save and/or Print your report, click on the Save button.

Figure 8
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Save As

. Ensure the Filing folder is selected.

. Ensure Text is selected.

. Give the report a name (with no spaces).
. Click on the OK button.

Account Reconciliation Report

Figure 10

To print this report see “9 PRINTING REPORTS IN MS WORD &
EXCEL?” in this trainine nackage.

RETURN TO INDEX
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8. GENERATE MASTER ADDRESS REPORT

The following Training Aid was developed to provide visual instructions for
generating a Master Address Report. This aid is to be used in conjunction with
the established JCALS Desktop Instructions for Air Force Users. This training
aid is in no way intended to be a stand-alone instruction. This material is
intended to provide users with the minimal requirements necessary to generate a
Master Address Report. When the user becomes familiar with these screens the
more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training (WBT)

program.

2. The user is familiar with USAF directives pertaining to generating a
Master Address Report.
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4.2.50 GENERATE MASTER ADDRESS REPORT

# JCALS Session Manager
File Edit Yiew Help

JS[=] 3

|

Tool f
E s @g?ojdmmlstrahnn X
Databaze y o
Electranic Office . Generatar Hiterminal
000 Links
1. P EditMiew tools \
@ Uity tocl
ility tools 2.
: ‘ Engineering Data &
i Shertcuts
“(] Log Entries
1. Select the TM Tools folder.
2. Double Click the TM Processes folder.
I IR
User tumere logged into egafbl wnd COMMECTED l_ l_ b
Figure 1
4 Select a THM Process Type and Sublype =] B2
Tope [«]
t anage Initial Digtribution for a Tk Account
k anage lnventorny
tanage One Time Requizsition
1 tanage Policy and Guidance
. kM anage Quality Azsurance
b anage Repositon
Manage TM Accounts
hd 2 2me Tha Liden LI
Ea— 1. Select Manage TM Accounts.
Maintain F#5 Case 2. Select Generate Master Address Report.
Generate Account Hecnncil!at!un Report _ 3. Click on the OK button.
Generate Account Beconciliation Report File
Generate Annual Review of Subaccount nventanies Fepot®
Generate Initial Digtribution Pub [rventon Report J
Generate [nitial Digtribution Pub rventone by Subaccount Report
[aenerate baster Addr
I mbe TR e ik kil Dickriba abioes, Daredt LI
2.
/ ok | take Shortcut Cloze Help |
3.
Figure 2
¢ Information B [ 5
E " -
T Please wait. Starting the Master Address Report Tool.
utton.

Click on the Close B
Close |

Figure 3
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Master Address Report

. Click on the Clear button.
. Ensure the Address Code Source is JCALS.

. Click on the Apply button.

Figure 4

8-40f6

To achieve specific results enter data in the
appropriate fields to achieve a particular or
general Master Address Report search.




¢ Master Address Report i =] |

Service: Air Force |
Parent Org. ldentifier: I— J
Org. Identifier: I— J
Address Code Source: IW J

Search Criteria

Country: ﬂ
Ft43 Proponent 1D: I J
FI45 Case Mgr.: I ﬂ
Zip Code: |azsae State: |11 1. The Report field is now populated.
2. Click on the Save button.
Report
Address Code Org. TIdentifier Address
F*10SK 0087 Ship To: 96 CEG/CEX, 501 DELEON STE 100, EGLIN AFB FI a
F*14YC 0099 Ship To: ATTN TODO, ACCOUNT 0099, 45 OG/OGF, 203 W D J
1. *10T3 0121 Ship To: ATTN TODO, ACCOUNT 0121, 96 SERVICES SQDN, -
\|£10UB 0197 ship To: 33 0G/0GY, 1007 NOMAD WAY STE 16, EGLIN AFB
F*1196 0297 Ship To: ATTN TODO, ACCOUNT 0297, 20 SPSS/MAO, 207 MW
F*11NL 0428 Ship To: ATTN TODO, ACCOUNT 0428, AAC/WMGP, 102 WEST
F*11RS 0621 Ship To: 96 SUPS/LGSCSD, 108 EAST EGLIN BLVD STE 10
F*11RY 0632 Ship To: ATTN TODO, ACCOUNT 0632, 16 MXS/LGMLQT, 105
F*155Q 0751 Ship To: ATTN TODO, ACCOUNT 0751, 33 FW/LGQ, 1107 HOI
F*11v5 0835 Ship To: ATTN TODO, ACCOUNT 0835, DET 19, 1003 MNOMAD i
2. \H\ 1 =
Print | \ Save | Close | Help |
Figure S
¥ Save As x|
Folderg filing — | |
ontents 1. In the Save As screen ensure the filing is selected in the
1. OLocal_Workfolder _Fil Folder pull-down menu.
Dprazt:ce 2. Type in a name for the Master Address Report. (No blank
WorkF |l ows .
- , spaces in the name.)
0_series_tos.caf .
ocument_Folder .caff 3. Ensure Text has been selected in the Format pull-down
irst.caf menu.
gi;ﬂ;?oq -0028Q 4 Click on the OK button. (Go to the “9 Print Reports in MS
umbering_104_155_;I Word & Excel” Training Aid to print this report.)
umber ing_104-155-
ub_oOrder_1054_33D7-77-81-4.caf
ub_Order_3074_2T-F100-41-1_caf
ub_order_3367_11A4-5-7.caf 3
2 ub_Order_35%48_35C1-2-542-1_caf -] v :

\ your_report_name Format: Text —

0K | Cancell Help |

Figure 6
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Master Address Report

Figure 7

RETURN TO INDEX
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9. PRINT REPORT FILES IN JCALS

The following Training Aid was developed to provide visual
instructions for saving and printing JCALS files. This aid is to be used
in conjunction with the established JCALS Desktop Instructions for Air
Force Users. This training aid is in no way intended to be a stand-
alone instruction. This material is intended to provide users with the
minimal requirements necessary to save and print JCALS files. When
the user becomes familiar with these screens the more advanced
functions of this program can be utilized.

These instructions are based on the assumption that the user has
completed the JCALS Web Based Training (WBT) program.
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4.2 REPORTS

# JCALS Session Manager
File Edit View Help

=[0]]

4

1 . =] Todls
-8 Admiristration
&g Database

=

)
"

Dewvice
Mairterance

Convert files Expoart

@ Electronic Office Operator

00 Links

_‘8 E ditAiew tools

G I

- TM Tools
ey Enginesring Data &

~{Z] Shartouts

(1 Log Entiies

2.

=1 @
(
Imnport fram |mpart fram
ServerD...  Server Dire..

B
=

Import
Operatar

X

SwP2
Publishing ..

Heteminal

3.

2. Click on Utility tools.

1. From JCALS Session Manager, click on Tools.

3. Double click on the Server Directory Viewer icon (looks like a two drawer file).

Figure 1

¢ Server Directory Yiewer - fhome/egafb/turnere = O] ]
File  “iew Options Help

&) Kl 2l e ]|

Mame | Ciwner | Group | Sizel Modified | Permissions | -
[ TTauthoriy tumere users KB DB/14/2001 1025w

3 Kdefaults raok ugers 1EB 011042001 00:00  Inwesressnes

D .adeptprf turmere uzers 1KE O7AF/2000 14:26  -nww-nwer--

D .calz_profile turmere uzers 1KE 081472000 10:26  -nwer-r--

D .cshrc turmere users 1KB 07A19/2001 07:563 -1

D fansard turnere users 1EB 01/10/2000 00:00 -pwer---

D Jjcals_cookie 104 turmere ugers 1KB 09/07/2001 0736 -

fia login root Uzers 1KB 011072000 0000 Invesnasna

D _maildelivery turmere LSErs KB MA02000 00:00  -rwer---

2 .mairc raok ugers 1EB 011042001 00:00  Inwesressnes

D .mh_profile turmere Ugers 1KB O1A7/2000 0000 -ne-ronger-

R raok ugers 1EB 011042001 00:00  Inwesressnes

j .profile tumere users KB 12A16/1998 00:00  -rweer-r--

j .zenalized_key turmere uzers 1KE 08/20/2000 0741 -nwer-r--

j nsnames.ora tumere users 1KB MA0/2000 00:00 s

j vgalawy 1 wr turmere uzers 1KE O7AFA2000 14:26  -nw--eee-

fE3 xsession raok ugers 1EB 011042001 00:00 _ Inewsressrnes

D 1302 test_4 szep turmere uzers 1KE 09/04/2000 0713

[ 2993_id turere  users 11KB ona20m 1054 Double click on Filing_
£ Mail turnere ugers 9/04,/2001 14:25

£ sedet turnere 01/10/2001 00:00

m bin here users 1272941997 00:00  drvwsr-wr-

£ cals turnere ugers 04/06/2000 0912 drvesr-wr-

turmere LSErs 03/07/2000 10:55  dressr-wr-x fo

£ queLE turnere Uzers 073072000 0927 drvesnaesr-=

[ reports turnere Ugers O7A7/2001 09:44  disesnesr-» _I

For Help. press F1

[ oMl

Figure 2
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¢ Server Directory Yiewer - fhome/egafb/turnere/filing

File  “iew Options Help

& Alrgt] x|
Mame | Ciwner

| Group

Size I Modified | Permissions |

id_report_account_date
d_report_to_number_date
D all_todos 7 _sep

] Local_‘workfolder_Files
j Rec_Chg_1F-154-2-94)G-32-1_B-1...
j Pub_COrder_89EG_3303-61-115-1_...
j Pub_Order_BSEQ_330D7-77-81-4_2.
j jHug. caf

.caf

£ workFlows

3 Th_Index_Update_104-137 Sldusak

turere

turere

turere
turere
turnere

turere
L

uzers
uzers
uzers
USEME
uzers

1KB 09/07/2001 10:55  -nw-rwe-r--
2KB 09/07/2001 10:47  -rwe-rwe-r--
938KEB 09/07/2001 07:52  -rwe-rwe-r--
09/05/2000 0733 doesr-1--
1KB 09/05/2001 07:33  -tweer-r--
1KB 09/04/2000 17:37  tweer-r--
1KB 09/04/2000 17:28  -tweer-r--
1KB 09/04/2001 14:32 tweer-r--
KB 03/04/2001 1423 -t
09/04/2001 1412 drwsneesr-

10 0o 2onnd 44

] ID.35E4-230-1.0028000400
j new_master_address_report 1 .
j eaR

j Temp.caf 2 -
] Pub_Order_3367_1144-5.7.

Highlight the file to be exported to your hard drive.
Double click on the file or click the Export icon.

] Pub_Order_3074_21-F100-41-1.caf

turnere users 1EB 08/15/2000 0757 -pwer-r--
j Pub_Order_BSEQ_33D7-77-81-4_1... tumere Uzers 1KB 081372000 10:20 -nwer-r--
j Pub_Order_B3EQ_33D7-77-81-d.caf  tumere Uzers 1KB 081372000 0926 -nwer-r--
j Pub_Order_B3EQ_33D7-3-60-71_1... tumere Uzers 1KB 08072000 14:47  -nwer-r--
j Pub_Order_B3EQ_33D7-3-60-71.caf  tumere Uzers 1KB 08/08/2001 0846 -nwer-r--
j Pub_Order_B3EQ_43017-3-58-1.caf  tumere ugers 1KB 08/06/2001 11:58  -nwer-r--
j Pub_Order_B3EQ_33D5-12-231-1_... tumere Uzers 1KB O7/25/2000 1527 -nwer-r--
3 Pub_Order_B3EQ_33D5-12-231-1_... tumere USErS KB O7/25/2001 1513 -rwer-1--
j Pub_Order_B3EQ_33D5-12-231-1_... tumere Uzers 1KB O07/25/2000 1510 -nwer-r--
3 Pub_Order_B9E0_33D5-12-231-1_... tumere Ugers KB O7F/25/2001 1507 i+ LI
For Help. press F1 I_WI— i
Figure 3
Export to PC 2| x|
. £ 1 =1 =l | |
Savmr Iﬁ m —
1. Select the destination folder.
“mezetup.t . . .
1. P 2. Change the File name if required.
[=l1s] .
X 3. Ensure the Save as type: is Text
ol Files (txt,text).
|calz R
4. Click on the Save button.
Emousze
2. by Documents L =~ B EPETEErT
| 3
3 " 4.
. le: mame: id_report_to_number_date Save

Save az type: I.-’-'-.II Files

j Cancel |

Figure 4
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¢ Server Directory Yiewer - fhome/egafb/turnere/filing
 File Wiew Dptions Help

Export TaPC... J ‘ . .
Impart From PC... - | | | | 1. Cllck on Flle.
Owner Grou Size Maodified | Permi .
s turriere usersp KB miman s wwd 2. Click on Close.
1. i o it tumere  users KE  09/07/20011047 «
el - tunere users 99BKE  09/07/2001 0752 -wemwei-
Set Access Permissions. . turnere users 09/05/2000 0733 doesr-1--
B-1... tumere users 1EB 09/05/2000 0733 -pwr-r--
%&-1_._ turmere uzers 1KE 09/04/2000 1737 -nwer-r--
j Pub_Order_B3EQ_33D7-77-81-4 2. tumere ugers 1KB 09/04/2001 1728 -nwwer--1--
j jHug. caf turmere uzers 1KE 09/04/2000 14:32  -nwer-r--
3 .caf turmere LSErs KB 03/04/2001 1423 -t
2' £ workFlows turnere ugers 09/04/2001 1412 drwsneesr-
3 Th_Index_Update_104-137-804.caf  tumere Ugers 1KB 09/04/2001 14:07 i
j |D.35E4-230-1.0028000400252682...  tunere users 1KB 09/04/2000 0921 -tweer-r--
j new_master_address_report turnere uzers 1M1KE 09/04/2001 0856 -nev-nwer-
j eaR turnere users 1EB 08/23/2000 10:26  -nwrw-r--
j Temp.caf tumere users 1KB 08/20/2000 10:00  -rweer-r--
j Pub_Order_3367_1144-5-7. caf turmere uzers 1KE 0872000 1525 -nwer-r--
] Pub_Order_3074_2)-F100-41-1.caf  tumere uzers 1KE 08/15/2000 0757 -nwer-r--
j Pub_Order_BSEQ_33D7-77-81-4_1... tumere Uzers 1KB 081372000 10:20 -nwer-r--
j Pub_Order_B3EQ_33D7-77-81-d.caf  tumere Uzers 1KB 081372000 0926 -nwer-r--
j Pub_Order_B3EQ_33D7-3-60-71_1... tumere Uzers 1KB 08072000 14:47  -nwer-r--
j Pub_Order_B3EQ_33D7-3-60-71.caf  tumere Uzers 1KB 08/08/2001 0846 -nwer-r--
j Pub_Order_B3EQ_43017-3-58-1.caf  tumere ugers 1KB 08/06/2001 11:58  -nwer-r--
j Pub_Order_B3EQ_33D5-12-231-1_... tumere Uzers 1KB O7/25/2000 1527 -nwer-r--
3 Pub_Order_B3EQ_33D5-12-231-1_... tumere USErS KB O7/25/2001 1513 -rwer-1--
j Pub_Order_B3EQ_33D5-12-231-1_... tumere Uzers 1KB O07/25/2000 1510 -nwer-r--
3 Pub_Order_B9E0_33D5-12-231-1_... tumere Ugers KB O7F/25/2001 1507 i+ LI
Quit the application MM [ 2
Figure S

Open either the MS Word or MS Excel programs. The end results of the printed report
format will determine which program to use. MS Word will provide the quickest report
format. MS Excel will allow easier manipulation of data i.e. sorting alphabetically or
numerically, column counts and totals, etc. Go to Figure 11 for MS Excel report printing
procedures. Go to Figure 6 for MS Word report printing procedures.

T fle Edt Wew Insert Format Tooks Table Window Help ;|g|5||
sy rado o e Eom=@ BT v - 0|sr B0 s miEeal '

g Times e Roman < 10 - B I U |[= = lO-#-A-

Open MS Word and click on the Open Icon.

Hi:= EEE
”D[an[}__c-j]AgtoShapesv\\I:IO 4|&v£v&vE:E.e|
[Page 1 Sec i [Tt In 1 Calit oo [REC] [k AT oV | [em|

Figure 6
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Lu:u:uki_n:. I[Zl jrals j gl || 3

Mame | Size | Maodified | - | Open v
(L7 jcals_trash 7118§01 3:09 PM
“Kid_report_to_number_date IKE 9Y7I01 10:47 AM Lﬂell 3.

9296_backorder, csw 1 KB 8/24/01 5:25 AM
/ 87 9296 _id_24_aug.xls 144,.. Bf24/01 8:22 AM %I
2. o296 _id_24_aug 117... 812401 5:04 AM o

ﬁ =Ll k) 1 i .| 14 L FERalink} ad4q ﬁu

:. 1. Go to the Files of type drop down menu and select All Files (*.%).

%74 2. Select the previously saved text (.txt) file.

{1 3. Click on Open.

Fird Fi

File nane: I "I Text or properky: I 'I Find Maow |
Files of type: IP.II Files (* . *) M j ey Search |

: 1.
|21 files) Found.

7 Microsoft Word - id_report_to_number_date

@Eﬂe Edit Yiew Insert Format Tools Table Window Help =8 5||

PEEHSRY bR d|o- o aw |& o oo | @)ool 7 BB | 2 B D @

Plan Text  ® Courier New “oslBrus== £ g-2-A-
E§1 R O o s ﬂ
Publication No. : 12P3-2ALQ135-4 Pub Stock No.: 12T0O02110000006
Organization TH iccount Number  Initial Distribution Quantity
0056 F*105J 1
0113 F*10TO 1
0114 E*04RC 1
0153 F*10TP 1
0248 E*D4RP 2
0305 F*11LG 3
0381 Fr11M3 3
osoz F*11ip9 1
0821 F*11RS 1
0722 F*155M 3
osze F*11UX 1
1060 Fr1208 3
1266 F*1239 2
izsv E*04UF 1
1344 Friz246 2
1551 F*1270 1
15865 Fr1z81 1
1577 E*041Q 1
1603 F*128R 1
ig4z F*12Z5H 1
1835 D*0O372 =]
3333 FrizGa 1
3339 Fr12G3 1
3376 F*12HS 16
3579 F*izJN 1
3643 F*1ZES 1
3764 F*12LR 2
3804 Fr1izM1 1
6505 F*133N 1
6996 FH13EW 3 -
BOES E*0S0I 1 P
BSFT E*0507 =1 o
69LA E*0525 1 F3
El:= =K 3
o= s G| amosones- N NCOCH 4| O-L-A-=S=EB g
id_report_ta_number_date: 2,109 Characters.
.
Figure 8

NOTE: ADJUSTMENTS (PAPER LAYOUT, PAPER SIZE, MARGINS AND OR FONT SIZE)
WILL MORE THEN LIKELY HAVE TO BE MADE BEFORE THE REPORT WILL PRINT
PROPERLY. Save file prior to making adjustment and printing (see Figure 9). After saving
Click on the Print Preview. If adjustments are required click on File, on the pull-down menu
click on Print Setup. Make the required margin and paper layout/size adjustments. Go to Print
Preview again to ensure the report will print properly. In some cases a smaller font size has to be
used. Remember to add a page number footer for long reports. When it has been determined
that the report will print properly, save and print.
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Save As

Save in: ||z| joals

1 jcals_trash
@ 1344 _specify_jd_reqs_For_a_tm_acck.doc

Cancel |

1. Go to the Save As pull-down menu and select Word Document (*.doc).
2. Type in a file name in the File name field
3. Click on the Save button.

File name:

Sav ‘Word Document (*,doc) j

Figure 9

4 Microsoft Word - id_report_to_number_date.doc

Eile Edit Yiew Insert Format Tools Table ‘window Help ;lilﬁl‘

DeEdEgy »Erso o o HEE=8 8T o -2 ||0r e /e
“P\amext ~ ol = 10 v| B I U Hgg_ : -
B ) R a4 AT a

Publicstion No. @ 12P3-2 135-4 Pubh Stock No.: 12T0O02110000006

Qrganization TH Account 1 Distribution Quantity

o086 F*105J 1

0113 F*10TO 1. 1

0114 E*04RC 1

0153 F+*10TFP 1

0243 E*04RP 2

0305 F*11LG 3

0381 Fr11Ms 3

osoz F*11P9 1

0621 F*11RS 1

o7zz F*155N 3

oszz F*11U% 1

1060 Fr1zZ08 3

1268 F*1239 2

1237 E*04UF

1344 Fr1z246 . . .

1551 Fr1270 1. To print select the print icon.

1585 Frizg1

.

1377 i 2. To close the file select File and from the pull
1542 F*129H . .

o Eisiets down menu click on Exit.

3333 F*12GQ

3339 F*12G3 1

3376 F*12HS 16

3579 F*12JN 1

3643 F*1ZEK8 1

3784 F*1Z2LR 2

3804 FrizM1 1

6505 F*133N 1

69395 F*13EW 3 -
GOES E*0S0I 1 2
69FT ETOS0Y =] o
69L& E*0523 1 T

i: E|EE 4 »

[pmwe b5 & [asesmepes- N N\CICE A &-L-A-==E8 @
[Page 1 Sec it i |[A33  Ini6 Colce | |REC [tRK [Ee | [BVR [HEH]

Figure 10
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2 Microsolt Excel - Bookl

Eﬁle Edt View Insert Format Tools Dats Window Help

&
Ll
n

I Q&f|%\ﬁ§‘n-nv|%@lzﬁ‘nlﬁl‘ﬂgf‘mw_J@
o o - B7U|EEEE %, W8 EE LA
- NG

1AIIE\\ID\EIF\G\HII\JI\{MIN\OI
=

| 3 |

| 4|

| 5 |

| 6 |

| 7 |

5

o

2 Open MS Excel. Click on
Hal the Open Icon.

i

116

7]

RER

19|

20

[ P T P P T P P
QR = [0 W@ )~ G &= QR =

In
=

4[4[k ¥k Sheett {Sheste f Sheets /
“D[aw- Iy G | AutoShapes + S W I:IO_“&-%-

o

A-==nBdl

Ready

Figure 11

25 el s

=0 L0

B%1302_ID.xls

o

1344 _specify_jd_reqs_For_a_tm_acct, doc

43d17-3-10-2-1_id
B43d17-3-10-2-1_id.ols
43d17-3-8-2-1_id_list
B43d17-3-8-2-1_id_list s
9296_backorder.csv
9206_id_24_aug

_repart_to_number_date
@id_repnrt_to_number_date.doc

2. B8.15367_bo.csw B 9795_id_z4_aug.xs
3367 Do ] aftozz Fok
3367 _id —>
3367_1D.xls
4| |
1.

ind files that match these search criteria:

ﬁnellis
Rale:

102z

Open

Cancel | 3.
Advanced. .. |

Click on the Files pull down
menu and select All Files (*.%)
Select Report File to be opened
Click on the Open button.

j Text or property: I

Files of tvpe: I.D.II Files (*.*)

j Find Mow |

j Last madified:

Iany kirne:

j Mews Search |

22 file(s) Found.

Figure 12
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Text Import Wizard - !

The Text Wizard has det
If this is correct, choose

riginal data bype ——

[y

2

3

Ensure Original data type has been selected as Fixed width.
Determine which row to start the import. In this example row 1
would provide a header for the data captured in JCALS.

Click on the Next button.

Choose the file bype thSr s eSS o et
" Delimited - Characters such as commas of tabs separate each Field.

L Skart import at row: I 1 5‘ File Origin: I'-.-'-.-'indl:uws [AMSD j

dP3-2AT0135-4 Pub Stock Ho. : IETﬂ

T ount Humber Initial Di=strib
F=105

F=10T0O
Ex04FC

Zancel = Back |

Text Import Wizard - Step 2 of 3

Figure 13

1. Follow the instructions noted in this area.
2. Add break lines to the left of all the data columns.
3. Click on the Next button.

This screen leks wou set field widths (column breaks),
2.
1. Lines with arrows signify a colurnn break,
\ To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line.,
To MOVE a break line, click and drag ik,
~Daka preview /
..IMD.SP‘./iD.S.Dl
Fublication Ho. : 1ZP3-2AL0135-4 Fub Stock Ho.: 12T00 ﬂ
Drganization TH Account Humber Initial Di=tribut
nog6 F105J
n113 F*10T0 3.
n114 *®[4FC
|
Cancel < Back | Finish |
Figure 14
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Text Import Wizard - Step 3 of 3 HE

This screen lets wou select each column and set olumn data Format

the Data Format, ™ General
Brs, dale * Teat
es bo dates, and all remaining walues to text, " Date: IMD-,f j

" Do not impart colurn (Skip)

aka preview
~— |
Text Text
Bacl. Order Qtv ﬂ
E2—1CT -2 1

1.

3.

IMPORTANT: Highlight all the columns and select

Text for each one.
2. NOTE: If a column of data is not required in the
printed report that column can be highlighted and Do J e ”m
not import column (Skip) may be selected =
Click on the Finish button.

Figure 15

i Microsoft Excel - id_report_to_number_date

¥ Ble Edit Yiew Insert Format Iools Data Window Help == 5||
IR AR IR YA
avial “w-lBrul===8|8 %, @48 L&A
o NG <[

A N B | c [ o [ E T F T & [T H T =
| 1 |Publication Na. : 12 Pub Stock MNo.: 12T002110000008 I
2
EOrgamzanon Initial Distribution Quantity
| 4 |ooss 1
|5 o113 1
106 o114 i |
7 0153 FHOTP T
'8 o248 E‘D4RP 2
| 9 |35 FrILG 3
10 [0381 Fr11MS
|11 |0s02 F*11P3

+ . .
H2 0621 ELiRs Save the report to be printed. Click on the Save Icon.
|14 0822 F*11Ux
45 1080 Fio08 From the pull-down menu select Save As.
116 1288 Fr1239
117 1287 ED4UF T
1181344 Fr1246 2
11 1551 Fr1270 1
|20 1585 Fr1281 1
|21 1577 ED4UQ 1
|22 1603 FH128R 1
|23 1642 F*125H 1
|24 1835 D372 8
|25 3333 Fr12GQ 1
|26 |3339 Fr12G8 1
|27 |37 Fr12H8 18
|28 3579 F120N 1
129 3643 F12K8 1
ETIEED FH2LR 2
31 |=804 FH12M1 1
|32 |es0s Fr135N 1
|33 5998 e 3
34 |69ES, ETs0I 1 J;l
4[4 [» [»i]4id_report_to_number_date ) | |
o Iy & | atehaes- N NOOE 4 &-2-A-==50F
Ready [ R —
Figure 16
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1. Click on the Save as type pull-down menu and select Microsoft Excel
Workbook (*.xls).

2. Type in a name in the File name field

3. Click on the Save button.

Save As K E3

Save in: I[:| jcals j gl E: g

jcals_recycle ﬂnellisacct.xls | Save

0751_33Fw. xls

1302 _ID.xls Cancel
3367_bo.xls Ogtions. |

3367 _ID.xs
43d17-3-10-2-1_jid. xls

43d17-3-8-2-1_id_lisk.xls
9296_id_24_aug.xls

File name: |id_repart_ta_numher_date.xls ;l
m Microsoft Excel Workbook i, «l=) j

Figure 17

. Microsoft Excel - id_report_to_number_date_xls

% Fle Edt View Insert Tools Data Window Help ==l 5||
I==3=1] BB o-o- Q&2 A 4 E 098] o @
Arial “w-|B 7 u|S= %, WM EE L -S-A

1. To read all the data now visible on the Worksheet the columns must
be formatted. One method to accomplish this is to highlight the
columns with data by clicking on column A and drag the cursor
across the top the top of the sheet so that all the columns with data
are highlighted.

2. Click on Format and from the pull-down menu select Column. From
the slide-over menu select AutoFit Selection.

‘ : ] |
o s & | ateshapes- N N OOE 4 &-2-A-== B
Ready [ [ [ [ L O
Figure 18
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2 Microsolt Excel - id_report_to_number_date.xls

S File Edit View Insert Formab Tools Dats Window Help |8 5||
DR SRy | smad o- - a®(z sl S P00
arial v10-31u|; |$%,_ EEE| - DA
F18 =l E

A | B e T o [ E T F 6 T H [ 7 T 9 [T K T L T M T W [ 0 7
7 A
| 2 | [Publication MNo. : 12P3-2ALQ135-4
3] |Pub Stock No.- 12T002110000005
[ 4| |Asof7 Sepl
5
|6 | OrgID  Account# 1D Oty
|7 oo Fr108J 1
la| o3 F#10T0 1
[a | oms E*04RC 1
o] o153 FH0TP 1
(1] oa E“04RP 2
12| 0m0s F1LG a
13| omet F1MS a
14| os02 Fr11P3 1
[15] o521 F*11RS 1
6| = FH155N E]
7] ez FHTUX 1
18| 1060 1208 3 [ 1
19
|20

[ e e e P T P P
C[R|= |0 @ |~ |G| h | & | @ kD =

Continue formatting the report to print until the desired look is
achieved. Remember to add a Footer with page number for reports
longer then one page. Print and close the file.

3333 FrT50T I

3339 FM12GS 1

3376 F12Hg 16

3579 F12JM 1

3643 F*12K8 1
33  aves F12LR 2
34 3804 F*12m1 1 -
4[> [¥]id_report_to_number_date (K1 Il
o Iy & | ascshapes- . N OO E4 &-2-A-==g B
Reacy [ R T —

Figure 19

RETURN TO INDEX
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JCALS FUNCTIONAL USERS
TRAINING

EFFECTIVITY: JCALS SWP 3.1.1, 01 OCT 02. Replaces all earlier versions.

10. ONE TIME REQUISITIONS

RETURN TO INDEX




10. ONE TIME REQUISITIONS

The following Training Aid was developed to provide visual instructions for
making a One Time Requisition of a T.O. This aid is to be used in
conjunction with the established JCALS Desktop Instructions for Air Force
Users. This training aid is in no way intended to be a stand alone
instruction. This material is intended to provide users with the minimal
requirements necessary to process a One Time Requisition. When the
user becomes familiar with these screens the more advanced functions of
this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training (WBT)
program.

2. The user is familiar with USAF directives pertaining to making a
One Time Requisition of a T.O.

10 -2 of 11



3.10.9 ONE TIME REQUISITION

(O] %]

# JCALS Session Manager
File Edit Wiew Help

)

=2 Tools
i B Admiristration @

3 Database TH Processeg Repart  eteminal
Electionic Office erator

5 Links

P EditAvisw tools 2

& Utility tools

ey Engineering Data &

2 Shorteuts
-] Log Entries

1. Select the TM Tools folder.
2. Double Click on the TM Processes Icon.

N —
The Database password was not changed CONNECTED [ | [ »#

Figure 1

# Select a TM Process Type and Subtype L -0l x|

Type [«]
tanage Initial Digtribution for a Th

tanage Initial Digtribution for a T Account
M anage |nventaony

tanage One Time R equizition
tanage Policy and Guidance

tanage Quality Azsurance

tanage A epositary
tManage TH Accounts Ll

= L - 1l
Search for Publication Orders

Access MLL to Order Mawy Publications

1. Select Manage One Time Requisition Type.

2. Select Order a Publication.
3. Click on the OK button.

Ok, take Shortcutl = T
JE— | R a— |

Figure 2

10 -3 of 11



>¢ Information

i Please wait. Starting the Publication Order Tool.
-

Click on the Close button.
Close |

Figure 3

3¢ Order Publication i =1of]
File Options Help |
]
REQUEST
"WORKFOLDER MAME FUE SPOMSOR APPROVAL STATUS FUEB SPOMSOR APPROVAL STATUS DATE
%I
REQUESTER SUBMITTER
Thomas E. Turner @J Thomas E. Turner @
ORGANIZATION IDENTIFIER PUB NO. FUB SECURITY
9EG ﬂ il |
/ MILSTRIP
DOCUMENT IDENTIFIER [ROUTETO |MEDIA AND STATUS CODE |PUB STOCK NO. UNITOF ISSUE |QUANTITY
A0 v s ) I
ADDRESS CODE ~[DATE SEQUENCE NO.
i 1323 J |
SIGNAL T — = S e i

SUPH ATARY ADDRESS

. 1. Fill in your Organization Identifier (TODO) Number.
casn costomennamed 2+ Click on the Address Code Choose button.

| o] | |

EXCEPTIONS

Figure 4

¥¢ Choose Address Code 8 Y ] S

Address Source: @ JCALS - DODAAL o BAPAD

Addressq 1.

Results:

E*050G -

1. Click the Choose button.
2. Select the Address Code.
3. Click on the OK button.

OK | Can-::ell Help |

Figure S
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[

bl

Order Publication

1. Click on the Pub No. icon.
OR

2. Use the Direct fill capability by typing the TO number
in the Pub NO. field. NOTE: A wildcard ( % ) can not be
used in this field.

3. If step 2 was taken click in the QUANTITY field, type in
the quantity of TO’s required and go to Figure 9.

Figure 6

If known fill in the Proponent ID, otherwise leave blank.
Fill in the Publication No. A wildcard (%) can be used to assist in the search.
NOTE: A wildcard ( % ) is used to view TO Supplements (e.g. 11A8-7-1%) &

TCTO’s. *See Section 10.1 for special instruction on how to order TO
Supplements & TCTO’s.

Ensure the Pub Status is ACTIVE.

Click on the Apply button.

SEE FIGURE 12 FOR E-CODED TO’S

Figure 7

10 -50f 11




1. Select the desired publication.
2. Click on the OK button.

Figure 8

1
|
|

ISUPPLEET '“““:I“'““‘“ -mmeooepsy 1. Input the Quantity required.

[

¥ M| 2. Click on Options.
3. Click on Submit.

SEE FIGURE 12 FOR E-CODED TO’s (TO’s
REQUIRING SPONSOR APPROVAL)

Figure 9
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Information

Click on the Close button.

Figure 10

View Publication Order

[ . The One Time Requisition has been
completed. Note the now populated fields.

2. The Address Code, Date & Sequence No.
make up the Document Number.

3. Click on File and select Close from the pull-
down menu.

o e LT ki

SEE FIGURE 12 FOR “E” CODED TO’s.

o

B

L__

____n____J__m_MM__M_i_m_______m_.

=

|
{
B e s e e e

s e e G REMBRICR S e i i

1
|
L'

Figure 11

FOR E-CODED TO’s (TO’s requiring
Sponsor Approval) Click on the Yes button.

Question

[ i —

Figure 12
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1. Note the Pub Sponsor Approval Status, Qty to be Shipped, and Qty
Placed on Backorder field blocks.
2. Click Options and from the pull-down menu click on Comments.

Figure 14
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Publicaiton Order Comments

Click on the Add button to insert justification
comments into the Work Folder.

Mew Publicaiton Order Comment

1. Typein a Subject and Description comment.
2. Click on the OK button when finished with
comments.

Figure 16

Figure 17
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L el D s

_______HJ___|____.___J oo [ox |
. 00
e e

I —
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Figure 19

10 -10of 11



Code

BA
BB

BQ
CA
CD

CF
CG

cl
CQ
cv
DQ
NC

1E
1S

Blank
Blank

Blank

SS

Means

Item being processed for shipment.

Item Backordered
Cancelled Transaction

Reject Transaction

Initial Requisition Requested

Rejected

Requisition exact Duplicate
Unable to ID Requisition Item

Item Obsolete or Inactive

Item is Command or Service

Regulated

Item Prematurely Requisitioned
Quantity Exceeds Max Issue Level

Account Not Allowed to Rcv Class.

Item

Suspected Duplicate Requisition
Suspended for Sponsor Approval

JCALS Internal Processing Error
Unable to Communicate with TXP

Document is a TCTO Series Header.
Cannot order TCTO’s by Series

Header
Split Shipment

Table 1 — TO Request Status Codes

Cause

Item in stock

Insufficient stock level
Valid response to a Cancel Backorder

request

Requisition is for a TCTO (JCALS

CR required)

Quantity is zero or non-numeric

(typo?)

along the same lines as the 1E error
TO Number is not in JCALS data base

(typo?)

TO is Superseded or Rescinded

Account restrictions do not match TO

restrictions

Preliminary publication or ID not

released

Check Max Issue Level with TO

Manager

TO classification exceeds account

classification

JCALS system problem (CR 23712)
TO requires Sponsor Approval

JCALS will automatically re-try on

the next cycle

JCALS will automatically re-try on

the next cycle

Current JCALS design does not allow
requisition of TCTO’s by TCTO

Series Header.

Order was shipped in 2 or more

increments

Table 1

RETURN TO INDEX

10 - 11 of 11

Corrective Action Re-submit
None No
None No
None No
None No
Correct quantity Yes
None Yes
Correct TO Number  Yes
Check with TO
Manager
Check with TO
Manager
Check with TO
Manager
Correct Quantity Yes
Check with TO
Manager
None Yes
Send justificationto  No
TO Manager
None No
None No

TCTO’s must be Yes

individually
requisitioned.
None
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JCALS FUNCTIONAL USERS
TRAINING

EFFECTIVITY: JCALS SWP 3.1.1, 01 OCT 02. Replaces all earlier versions.

10.1 SPECIAL INSTRUCTIONS
FOR ORDERING TO
SUPPLEMENTS AND

TCTO’S
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10.1 SPECIAL INSTRUCTIONS FOR ORDERING TO
SUPPLEMENTS AND TCTO’S

The following Training Aid was developed to provide visual instructions for
ordering TO Supplements and TCTO’s. This aid is to be used in
conjunction with the established JCALS Desktop Instructions for Air Force
Users. This training aid is in no way intended to be a stand alone
instruction. This material is intended to provide users with the minimal
requirements necessary to order TO Supplements and TOCO’s. When
the user becomes familiar with these screens the more advanced
functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training (WBT)
program.

2. The user is familiar with USAF directives pertaining to ordering
TO Supplements and TCTO’s.
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3.10.9 ONE TIME REQUISITION OF SUPPLEMENTS AND
TCTO’S.

# JCALS Session Manager
File Edit Wiew Help

@l .

=2 Tools
i B Admiristration @
£ Database

T Processes Report K-terminal
Electionic Office eratar
5 Links
P EditAvisw tools
& Utility tools 2
H M Tools

ey Engineering Data &

(O] %]

-1 Shorteuts
1 -] Log Entries
.

1. Select the TM Tools folder.
2. Double Click on the TM Processes Icon.

N —
The Database password was not changed

CONWECTED | [ [ 4

Figure 1

# Select a TM Process Type and Subtype .E ;Iglzl

Type | «]

tanage Initial Diztribution for 2 Th
i anage Initial Digtribution for 2 Th Account
i anage |nventan

tanage Quality Assurance

tanage Repozitary
tManage T Accounts Ll

O on

Search fo Publication Orders

Azcess MLL ta Order Mawvy Publications

1. Select Manage One Time Requisition Type.
2. Select Order a Publication.

3. Click on the OK button.

ak Make Shu:urtcutl = e
— 1 RS Jnki —

Figure 2
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>¢ Information

i Please wait. Starting the Publication Order Tool.
-

Click on the Close button.
Close |

Figure 3

3¢ Order Publication i =1of]
File Options Help |
]
REQUEST
"WORKFOLDER MAME FUE SPOMSOR APPROVAL STATUS FUEB SPOMSOR APPROVAL STATUS DATE
%I
REQUESTER SUBMITTER
Thomas E. Turner @J Thomas E. Turner @
ORGANIZATION IDENTIFIER PUB NO. FUB SECURITY
9EG ﬂ il |
/ MILSTRIP
DOCUMENT IDENTIFIER [ROUTETO |MEDIA AND STATUS CODE |PUB STOCK NO. UNITOF ISSUE |QUANTITY
A0 v s ) I
ADDRESS CODE ~[DATE SEQUENCE NO.
i 1323 J |
SIGNAL T — = S e i

SUPH ATARY ADDRESS

. 1. Fill in your Organization Identifier (TODO) Number.
casn costomennamed 2+ Click on the Address Code Choose button.

| o] | |

EXCEPTIONS

Figure 4

¥¢ Choose Address Code 8 Y ] S

Address Source: @ JCALS - DODAAL o BAPAD

Addressq 1.

Results:

E*050G -

1. Click the Choose button.
2. Select the Address Code.
3. Click on the OK button.

OK | Can-::ell Help |

Figure S

10.1 -4 of 11



Order Publication

4|—|
S
oo (o]

1. Note the ADDRESS CODE is now populated.

II 2. Click on the Pub No. icon.

OR

3. Use the Direct fill capability by typing the TO
Supplement or TCTO number in the Pub NO. field.
S NOTE: A wildcard ( % ) can not be used in this field.

4. If step 3 was taken click in the QUANTITY field, type in
the quantity of TO’s required and go to Figure 9.

Figure 6

1. If known fill in the Proponent ID, otherwise leave blank.

2. Fill in the Publication No with a wildcard (%). A wildcard is mandatory to
perform a broad search for all TO Supplements and TCTO’s.

3. Ensure the Pub Status is ACTIVE.

4. Click on the Apply button.

SEE FIGURE 12 FOR E-CODED TO SUPPLEMENTS & TCTO’s

Figure 7
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1. Select the desired TO Supplement or TCTO.
2. Click on the OK button.

Figure 8

Order Publication

1. Input the Quantity required.
1 2. Click on Options.
3. Click on Submit.

SEE FIGURE 12 FOR E-CODED TQO’s (TO’s
REQUIRING SPONSOR APPROVAL)

Figure 9
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Information

Figure 10

Yiew Publication Order

1. The One Time Requisition has been
completed. Note the now populated fields.

2. The Address Code, Date & Sequence No.
make up the Document Number.

3. Click on File and select Close from the pull-
down menu.

SEE FIGURE 12 FOR “E” CODED TQ’s.

Figure 11

FOR E-CODED TO’s (TO’s requiring
Sponsor Approval) Click on the Yes button.

Question

[ i —

Figure 12
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1. Note the Pub Sponsor Approval Status, Qty to be Shipped, and Qty
Placed on Backorder field blocks.
2. Click Options and from the pull-down menu click on Comments.

Figure 14
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Publicaiton Order Comments

Click on the Add button to insert justification
comments into the Work Folder.

Mew Publicaiton Order Comment

1. Typein a Subject and Description comment.
2. Click on the OK button when finished with
comments.

Figure 16

Figure 17
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Figure 19
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Code

BA
BB

BQ
CA
CD

CF
CG

cl
CQ
cv
DQ
NC

1E
1S

Blank
Blank

Blank

SS

Means

Item being processed for shipment.

Item Backordered
Cancelled Transaction

Reject Transaction

Initial Requisition Requested

Rejected

Requisition exact Duplicate
Unable to ID Requisition Item

Item Obsolete or Inactive

Item is Command or Service

Regulated

Item Prematurely Requisitioned
Quantity Exceeds Max Issue Level

Account Not Allowed to Rcv Class.

Item

Suspected Duplicate Requisition
Suspended for Sponsor Approval

JCALS Internal Processing Error
Unable to Communicate with TXP

Document is a TCTO Series Header.
Cannot order TCTOs by Series

Header
Split Shipment

Table 1 — TO Request Status Codes

Cause

Item in stock
Insufficient stock level

Valid response to a Cancel Backorder

request

Requisition is for a TCTO (JCALS

CR required)

Quantity is zero or non-numeric

(typo?)

along the same lines as the 1E error
TO Number is not in JCALS data base

(typo?)

TO is Superseded or Rescinded

Account restrictions do not match TO

restrictions

Preliminary publication or ID not

released

Check Max Issue Level with TO

Manager

TO classification exceeds account

classification

JCALS system problem (CR 23712)

TO requires Sponsor Approval

JCALS will automatically re-try on

the next cycle

JCALS will automatically re-try on

the next cycle

Current JCALS design does not allow
requisition of TCTOs by TCTO Series

Header.

Order was shipped in 2 or more
increments

RETURN TO INDEX

Table 1

10.1-110f 11

Corrective Action Re-submit
None No
None No
None No
None No
Correct quantity Yes
None Yes
Correct TO Number  Yes
Check with TO
Manager
Check with TO
Manager
Check with TO
Manager
Correct Quantity Yes
Check with TO
Manager
None Yes
Send justificationto  No
TO Manager
None No
None No

TCTOs must be Yes
individually

requisitioned.

None
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11. SPECIFY ACCOUNT ID FOR PUBLICATION

The following Training Aid was developed to provide visual
instructions for placing a T.O. on ID for an account. This aid is to be
used in conjunction with the established JCALS Desktop Instructions
for Air Force Users. This training aid is in no way intended to be a
stand alone instruction. This material is intended to provide users with
the minimal requirements necessary to place a publication on ID for a
TO account. When the user becomes familiar with these screens the
more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
placinga TO on ID.

11-20f10



3.10.6 SPECIFY ACCOUNT ID FOR A PUBLICATION

« JCALS Session Manager = (o] x]
Eile Edit “iew Help

,4 mr
IRTS |
-1 Tools ¥
B Administration = X
Database X ¥ TM Report Heterminal
Electronic Dffice eratar

00 Links
P Editiew tools
- Uiy tooks

2.

& N
"R, Engineering Data &

& Shortcuts
/ -0 LogEnies

1. Select the TM Tools folder.
2. Double Click the TM Processes folder.

o e |
The Database password was not changed. CONNECTED [ [ [ 2

Figure 1

4 Select a TH Process Type and Subtype _ |O] x|

Lt anage Initial Distribution for a TH
tanaage Initial Digtribution for a T Account

tanage Inventary
tanage One Time Requisition

tanage Policy and Guidance

tanage Quality Azzurance
tanage Repositary
tanage T Accounts ;I

Subtype I

EE::;*' :”':::: g:zg:m:g 1. Select Manage Initial Distribution for a TM Type.
Speci 2. Select Specify Account ID for a Publication Subtype.

) unt 1D for

Generate D Repat b 3 Click on the OK button.

] Make S hortcutl LCloge Help

Figure 2

\'\. Information

i Please wait. Starting the T Initial Distribution Tool.

Click on the Close button.
Close | ‘l

Figure 3
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Specify Account ID for a Publication

1. Fill in your Org. Identifier (TODO) number.
2. Click on the Address Code Choose button.

Figure 4

1. Click on the Choose button.
2. Select the Address Code.

3. 3. Click on the OK button.

Figure S

11-40f10




Specify Account ID for a Publication

. The Org ID and Address Code fields are now populated.

2. Click on the Pub No. icon.

OR

3. Use the Direct fill capability by typing in the TO
number in the Pub NO. field. NOTE: A wildcard ( % )
can not be used in this field.

4. If step 3 was used click on the Apply button and go to

Figure 10.

Figure 6

. If known fill in the Proponent ID, otherwise leave blank.

. Type in the Publication No. Use a wildcard ( % ) to
provide a more broad search for the Publication.

. Click on the Pub Status: field and select All.

. Click on the Apply button.

Figure 7
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1. Highlight the desired publication in the Results field.

2. Click on the OK button.

Figure 8

Specify Account ID for a Publication

1. Note the Pub No. and Pub Stock No. fields are now filled.
2. Click on the Apply button.

Figure 9
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Specify Account ID for a Publication

. Note current ID Qty is now displayed

. Enter a New ID Quantity as required.

. Click on the Save button. If an E-Coded
message is received for this TCTO Series
Header go to Figure 13.

Figure 10

Information

Click on the Close button.

Figure 11
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Specify Account ID for a Publication

Click on the Close button.

Figure 12

Information

For E-Coded TCTO Headers,
Click on the Close button.

Figure 13
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Specify Account ID for a Publication

Figure 14

Information

Click on the Close button.

Figure 15
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Specify Account ID for a Publication

Click on the Close button.

Figure 16

RETURN TO INDEX
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11. SPECIAL INSTRUCTIONS FOR PLACING ATCTO
SERIES HEADER ON ID

The following Training Aid was developed to provide visual
instructions for placing a TCTO Series Header on ID. This aid is to be
used in conjunction with the established JCALS Desktop Instructions
for Air Force Users. This training aid is in no way intended to be a
stand alone instruction. This material is intended to provide users with
the minimal requirements necessary to place a TCTO Series Header
on ID. When the user becomes familiar with these screens the more
advanced functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
placing a TCTO Series Header on ID.

11.1-20f10



3.10.6 SPECIFY ACCOUNT ID FOR A PUBLICATION

+ JCALS Session Manager
Eile Edit “iew Help

9=l B

E:

52|

4

The Database password was not changed.

B[] Tools

LB Administration

: Database
Electronic Dffice
800 Links

P EdtAiew tooks
- Uity tools

; ‘ Engineering Data &
- Shortcuts
-3 Log Entries

i

. TH Repart
eratar

& X

Heteminal

2.

1. Select the TM Tools folder.
2. Double Click the TM Processes folder.

COMWECTED [ [ 4

4 Select a TH Process Type and Subtype _ |O] x|

Figure 1

tanage Inventary

tanage Repositary

Lt anage Initial Distribution for a TH
tanaage Initial Digtribution for a T Account

tanage T Accounts

tanage One Time Requisition
tanage Policy and Guidance
tanage Quality Azzurance

Subtype

Specify [nitial Distributic
Specify [nitial Distributic
Speci unt 1D for
Generate 1D Report by

1. Select Manage Initial Distribution for a TM Type.
2. Select Specify Account ID for a Publication Subtype.
3. Click on the OK button.

Make Shortcutl

LCloge Help

i Please wait. Starting the T Initial Distribution Tool.

\'\. Information

Figure 2

Click on the Close button.
Close | ‘l

Figure 3
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Specify Account ID for a Publication

1. Fill in your Org. Identifier (TODO) number.
2. Click on the Address Code Choose button.

Figure 4

1. Click on the Choose button.
2. Select the Address Code.

3. - 3. Click on the OK button.

Figure 5
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Specify Account ID for a Publication

Choose Publication

. The Org ID and Address Code fields are now populated.
. Click on the Pub No. icon.

. If step 3 was used click on the Apply button and go to

OR

Use the Direct fill capability by typing in the TCTO Series
Header in the Pub NO. field. NOTE: A wildcard ( % ) can
not be used in this field.

Figure 10.

Figure 6

. If known fill in the Proponent ID, otherwise leave blank.
. Type in the Publication Series No. followed with a ( % ).
. Click on the Pub Status: field and select All.

. Click on the Apply button.

Figure 7
11.1-50f10




Choose Publication

. Highlight the TCTO Series Header in the Results field.
Remember, a TCTO Series Header will not have a Pub.
Stock No..

. Click on the OK button.

Figure 8

Specify Account ID for a Publication

Al
A

1. Note the Pub No. field is now filled. The Pub Stock No.
field will always be blank for TCTO Series Headers.
2. Click on the Apply button.

Figure 9
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Specify Account ID for a Publication

. Note current ID Qty is now displayed

. Enter a New ID Quantity as required.

. Click on the Save button. If an E-Coded
message is received for this TCTO Series
Header go to Figure 13.

Figure 10

Information

Click on the Close button.

Figure 11
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Specify Account ID for a Publication

Click on the Close button.

Figure 12

Information

For E-Coded TCTO Headers,
Click on the Close button.

Figure 13
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Specify Account ID for a Publication

Figure 14

Information

Click on the Close button.

Figure 15
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Specify Account ID for a Publication

Click on the Close button.

Figure 16

RETURN TO INDEX
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12. SPECIFY INITIAL DISTRIBUTION REQUIREMENTS
FORA TM ACCOUNT

The following Training Aid was developed to provide visual
instructions to perform the Specify Initial Distribution Requirements for
a TM Account function. This aid is to be used in conjunction with the
established JCALS Desktop Instructions for Air Force Users. This
training aid is in no way intended to be a stand alone instruction. This
material is intended to provide users with the minimal requirements
necessary to perform the specify initial distribution requirements for a
TM account. When the user becomes familiar with these screens the
more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
Specify Initial Distribution Requirements for a TM Account.

12 -20f10



3.10.1 SPECIFY INITIAL DISTRIBUTION REQUIREMENTS FOR A

TM ACCOUNT

¢ JCALS Session Manager
File Edit Yiew Hep

=[0]x]

|

B3 Tools

g8 Database

-5 Utility tools

(] Shortcuts
(1 Log Entries

- Administration
L[ Electroni fics

: _8. EditAfiew took:

gy Engineering Data &

i —

& B X

TH Repart eterminal

Generator

1. Click on TM Tools.
2. Double Click on TM Processes.

fConneeten [ [T 4

Usger turnere logged into egafblwnd

4 Select a TM Process Type and Subtype

Figure 1

=10] x|

Tupe

[2]

Develop T Reproducible Master
Generate Histary Reports
Generate Inventary Reports
Generate TM Index Reports
Improve T

tanage Initial Digtribution for a T

M anage Initial Digtribution for a T £

kd sizma lmssambarn

Specify [mtial Distribution A eq;

Select Manage Initial Distribution for a TM

Account.

Select Specify Initial Distribution Requirements
for a TM Account.

Click on the OK button.

Make

Figure 2

*¢ Information

i Please wait. Starting the T Initial Distribution Tool.
~.

Click on the Close button.

Close

Figure 3
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specify Initial Distribution Requirements for a TM Account

J ez [

[

1. Fill in the Org. Identifier.
2. Click on the Address Code Choose button.

Figure 4

1. Click on the Choose button.
2. Select the Address Code.
3. Click on the OK button.

Figure S
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1. The Org Identifier and Address Code fields are now populated.
2. Click on the Apply button.

Figure 6

Warning notice. This report WILL take
time to complete. The length of time is
dependent upon the number of publications
on initial distribution. Click on the Yes
button to proceed.

Figure 7
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}{'Specify Initial Distribution Requirements for a TM Account

Org. ldentifier:  [9EQ ﬂ Address Code: IIE"OSOG @Choose
Apply Clear |

Initial Distribution Requirements

Publication Mo. Pub Stock No. ID aty. Chg. In Gty Orde
0-1-02 00T0002380000M 1 0 Al
0-1-1-1 00T0003380000M 1 0
2 00T0004340000M 1 [1] Delete Pub
0-1-1-3 00T0005340000M 1 0
0-1-1-4 00T0006260000M 1 0 fleq inerease
0-1-12 00T0010460000M 1 0
0-1-13 00T0011300000M 1 0 i
5] N | =

Agd |Update Ql

Pub No.: I Change Quantity To: I 3. ck Mo.: |}

BEMODKS

Several TM actions may be accomplished from this screen.
1. Publications can be added to the account.
2. Publications can be deleted from the account.

3. The quantities for publications added to the account or those that are currently

on ID can be increased or decreased.

Figure 8

}('Specify Initial Distribution Requirements for a TM Account

Org. ldentifier: H9EQ ﬂ Address Code: |[F*050G @Choose
Apply Clear |

Initial Distribution Requirements

Publication MNo. Pub Stock No. ID aty. Chg. In oty Orde
0-1-02 00T0002380000M 1 0 Al Add Pub
0-1-1-1 00T0003380000M 1 0

1-2 0070004340000 1 [1] Delete Pub
0-1-1-3 00T0005340000M 1 0
0-1-1-4 00T0006260000M 1 0 Heq narease
0-1-12 00T0010460000M 1 0
0-1-13 00T0011300000M 1 0

= 1 P
A A |Update ﬁl

Pub No.: |} Change Quantity To: I Pub Stock Mo.: |}

To add a publication click on the Add Pub button.

I

]

Save | Print | Close | Help

Figure 9
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1. If the Proponent ID is not known double click on the Proponent ID field and
delete the contents.

Fill in the Publication No. field with the publication to be added.

Click on the Pub Status button and select All from the pull-down menu.

4. Click on the Apply button.

bl

Figure 10

Figure 11

12-70f10



ccccc

. Select the added publication.
2. Enter the required quantity in
the Change Quantity To field.

3. Click on the Update button.

Figure 12

ccccc

Note the change in ID Qty and
Chg. In Qty.

Figure 13

12 -80f10



}{Specify Initial Distribution Requirements for a TM Account

Org. Identifier: IiﬁQEQ ﬂ

Address Code: | E050G @Choosel
Appl\_.rl Clear

Initial Distribution Requirements

Publication No. Pub Stock No. ID aty Chg. In 9ty Orde
1-1a-1 01T000064000006 1 0 Al Add Pub |
1-1a-8 01T000072000006 2 0 =i
11K31-2-1 11T005425000006 1 0 Delete Pub |
11N-TRv494-2 11T0073 16000006 1 0
12P3-24LQ135-4 1271002110000006 1 1 Req Increase
21M-MaM107E-1 21T003824000006 1 [1]
21M-MQM107E-2-1-1 21T003825000006 1 0 i
5] | =
Agd R |Updat.e kl
Pub No.: II Change Quantity To: |} Pub Stock No.: I
REMARKS
e
« o ey ” . . .
The “Requisition Increase” function is NOT available now.
|2
Save | Print Close Help |
Figure 14
}('Specify Initial Distribution Requirements for a TM Account |

Org. Identifier: | B9EQ ﬂ

Address Code: |EE"05[]G @Choose
Apply Clear |

Initial Distribution Requirements

Publication MNo. Pub Stock No. ID aty. Chg. In oty Orde
1-1a-1 01T000064000006 0 &l Add Pub
1-1A-8 01T000072000006 [~

T1K31-2-7

1IN-TRV494-2
12P3-2aLQ135-4
21M-MaQM107E-1

Delete Pub
1170073 16000006

12T002110000006
21T003824000006

1
2
11T005425000006 1
1
1

Req Increase

0
0
0
1
0
0

1
1

21M-MaQM107E-2-1-1 21T003825000006 7]

= 1 P
A A |Update ﬁl

Pub No.: II Change Quantity To: I Pub Stock Mo.: |}

1. To delete a publication highlight the pub.
2. Click on the Delete Pub button. The pub will be removed from the Initial
Distribution Requirements field.

Print | Close | Help

Figure 15
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Specily Initial Distribution Requirements for a TM Account

Figure 17

RETURN TO INDEX
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13. VIEW AN INDEX ENTRY

The following Training Aid was developed to provide visual
instructions for View an Index Entry. This aid is to be used in
conjunction with the established JCALS Desktop Instructions for Air
Force Users. This training aid is in no way intended to be a stand
alone instruction. This material is intended to provide users with the
minimal requirements necessary to View an Index Entry. When the
user becomes familiar with these screens the more advanced
functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to View
an Index Entry.

13 -20f7



3.9.1 VIEW INDEX ENTRY

+ JCALS Session Manager

Eile Edit “iew Help

- [Ox]

E:

& |
B[] Tools

B Administration
Database ™
& Electronic Office
00 Links

P EditAiew tooks

it Utility tools
[t [ T ook
7., Engineering Data b
b Shortcuts
(7 Log Entries

il —

User tunere Ingged into egafbl wnd

& F X

Proceszes T port Heterminal
o
2.

1. Select the TM Tools folder.
2. Double Click on the TM Processes Icon.

|

4 Select a TH Process Type and Subtype

Figure 1

Type

tanage Inventary
tanage One Time Requisition

tanage Policy and Guidance

tanage Quality Azzurance J
tanage Repositary

tanage TH Accounts

’ -

tanage Th Index
tanage T Mumbering

an | nkry
Update an Index Entry
Change Equiprment Specialist for Multiple Pubs 1. Select ManageTM Index

Change Iterm Manager for Multiple Stock Mumbers .
Change TM Manager for Multiple Pubs 2. Select View an Index Entry.

3. Click on the OK button.

Make Shortcut LCloge | Help |

Figure 2
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Choose Publication x|

— Search Criteria

Publication MNo.: 00-5-2 Proponent |D: @

Pub Stock Mo Service: Air Foree ‘I \
2. N

Basic Pub Date: = | I 1] Revision Mo I \

Change Na.: Change D ate: |= hd "

Pub Title:
Short Title:

Publization Type:

wi . 1. Delete the default Proponent ID.

We 3. - || pwsw] 2. Type in the Publication No.

ltem Desinator No.: Medacd 3. Click on the Apply button.

Subscription Form: Block: 4. Click on the desired publication.
5

. Click on the OK button.

Apply |

— Results

Change Mo,

Publication MHo.

Fub. D ate

4| 2l
QK I Cancel | Help |

Figure 3

¥Yiew Publication, Management and Stock Data

Eil= Options Help

Pub Mo 00-5-2 lssue Date: ID'I Apr 2001 ﬁ
Proponent |0 IDE-TILDT ‘;i] Change Mo.: Pub Statuz Date: ID‘I Apr 2001 ﬁ
Service: /IA'orce Fevizion Mo: 018 Pub Status Code: ACTIVE

kafouem?ﬂ

Fublication nfa I Izzue Datal Management Infa | Management Datesl Multiple [berns b Pub Aszoc. I Pub Stack Datal

Fub Title: |TECHNIEAL ORDER DISTRIBUTIOM 5%'5 . . .
View the Publication Info.

Short Tile: |

Publication Type: General TOz

Auth. Agency: I Q Pub Title Security:  UMCLASSIFIED
Respansible Org: OCTILDT A& Pub Security: UMCLASSIFIED

Frop/wrtg Grp.: TAMECM: I

Mil-Specs: 1D Mo I Sponzor Code:
D ate Rescinded: I ﬁ
Associated Pub Mo | lssue Date | Pub Stock Mo. |
Supplements:
Associated Pub Ma. | Issue Date | Pub Stack No. |
Changes:
Figure 4
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Yiew Publication, Management and Stock Data

Eile Options Help

Pub Mo.: 00-5-2

Issue Dale [or pr 2001 g
Proponent |D: IDDTILDT ﬂ Change Mo.: Pub Status Date: IDT Apr 2001 @

Service: IAir Farce Revision Mo 078 Pub Status Code: ACTIVE

“wiorkfolder Mame: I

Publication Info  lssue Data | Management Info | Management Dates | Mulliple tem View the Issue Data.

Maintenance Level

Ak Mo I\ Commercial Indicator: No

Subszcription Form: Preliminary Publication: Na
Block: I_ Lvailable for Distribution: No
CAGE: ] Awailable for Published Index: Yes
Interim Code: Na Awvailable for DOD Only: Na
Fietained For Catalog Maote:
wieh site is: -

Critical [tem Code: hittp: £ /wwiv. pdsm. wpafb. af. mil/top

rac/to-gpste. him

Remark 1:

Remark 2:

Remark 3:

Remark 4:

Footnote: Remark 5 [Footnote LIRL):

Figure S

Yiew Publication, Management and Stock Data

File ©ptions Help

Pub Ma.: 00-5-2 |zsue Date: |D1 Apr 2000 ﬁ
Propanent [0 DC-TILDT £ chan Pub Status Date: [01 Apr 2001 g8

Service: Air Force Flyv' 1 . Pub Status Code: ACTIVE

“whorkfolder Mame: I

Publication Inlol lssue Data  Management Info I Management Dates | Multiple |tems to Pub Assoc. | Pub Stock Data |

— Publication Proponent Information

TM Manager: IJerr_l,l Harrizan ﬁ t4anager Org. | J
Pub Contral Dfficer; | @ 2 .
Equipment Specialist: IJerr_l,l Harrizan @

r— Manual Control Informatior

Special |dentifier:

N 1. View the Management Info.
HZ:L:Q:;::TW 2. Click on the profile to obtain information on
C5HA Fevion Requied: a TM Manager or Equipment Specialist.

— Publication Characteristic:

MALC Indicator: Mo Yalurne Nurber: I

Project Mumber: TCTO D ata Code:

Figure 6
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Yiew Personnel

— Search Criteria

[rata Susten: I.JEALS

| site [EGAFE =]

Service / Agenoy: I.&ir Faorce

ﬂ External Siter I j

Ora. Identifier: I Last Name: |
Org. Name: I
Perzon Listz | IWI Clear I
— Results
Degcription

1. Highlight the name.
2. Click on the View button.

2. < | |
Wit F BT Ferzon List |
— Selected
1.
Custarmize Cloze Help
Figure 7

Yiew Person

Last Mame:  Harison

First Mame:  Jemy

Middle |nitial:

Login: jharrizo

E -bd ail; jermy. harrizani@tinker. af. mil

Service; Air Force
Site: QCALC
Ora. |dentifier: OC-TILDT-TECHMICAL

Wwieh Socket Address:

—Azzigned Organizations and Roles

Azzigned Roles

TH Manager

Reference Librarny Manager
General Uzer

Funds Adccount M anager
Diistribution kanager

1. View information.
2. Click on the Close button.

Phare Mumbers

ArealCode  Mumber  Extenzion
Phaone: 405 736 779
Fax: 405 736 3305

Country Code
DSH Phone:  33E3779

) DSH Fax: 3363305

i Cloze I Help
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Management and Stock Data

File Options Help

Pub Mo 00-5-2
Froponent 10: IDC-TlLDT .ﬁ‘,lil Change Mo.:
Service: IAir Force Revision Mo.: 018

*workfolder Mame: I

Publication nfo | lssue Data | Management Infa | Management Dates | Multiple llems to Pub Assoc.  Pub Stgek Data

lzzue Date: |D1 Apr 2001 ﬁ
Fub Status Date: [0 Apr 2001 g

Pub Status Code: ACTIVE

— lssued
Pub Stock Ho. | Media Code | Cash Price | Fage Ct | FWS Unit Price | hdax [ssu
00TO05408000011  DIGITAL OM-LIME 94 25
41 | I |
— Part Of |
Pub Stock Mo, | tMedia Code [

View the Pub Stock Data.

Figure 8

n, Management and Stock Data

File ©Options Help

Prinkt 0052
Save As
( IDE-TILDT ..'ﬁ.| Change Mo.:

Service: IAir Force Revision Mo.: 018

“whorkfolder Mame: I

Public:ation |hfo | lszue Data | Managerment Info | tanagement Dates | tultiple Iterms to Pub As:

Issue Date: [o1 &pr 2001 @
Fub Status Date: [01 Apr2001 g

Pub Status Code: ACTIVE

1. Click on File.
2. Click on Close.

i lssued
Pub Stock Ho. I Media Code I Cash Price I Fage Ct I FWS Unit Price ErE=T]
00TO05408000017  DIGITAL OM-LINE 94 25
al] | 1|

— Part Of

Figure 9

RETURN TO INDEX
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14. SEARCHING THE REFERENCE LIBRARY

The following Training Aid was developed to provide visual
instructions for Searching the Reference Library. This aid is to be
used in conjunction with the established JCALS Desktop Instructions
for Air Force Users. This training aid is in no way intended to be a
stand alone instruction. This material is intended to provide users with
the minimal requirements necessary to Searching the Reference
Library. When the user becomes familiar with these screens the more
advanced functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
Searching the Reference Library.
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2.7.1 SEARCH REFERENCE LIBRARY

¢ AVERAGE

SPECIFIED IS 30 SECONDS. RESPONSE TIME WITHOUT SPECIFYING THE
PROPONENT MAY EXCEED YOUR LIFE EXPECTANCY.

RESPONSE TIME FOR THIS PROCEDURE WITH THE PROPONENT

+ JCALS Session Manager

- [Ox]

Eile Edit “iew Help

) =

-] Tools
B Administration

4 s

P EdtAiew tooks
it Utility tools
- T Tooks

gy Engineering Data &
-] Shertcuts
(7 Log Entries

Report To Do List “wfarkflaw “wfark o whark flow whorkflow
Agzistant Manager anitar T... Templat...

B = = 8 E © & « @ ¥

Engineering Open Outhox

Data Search  ‘Workfolder B Generator

2.

1. Select the Electronic Office folder.
2. Double Click on the Reference Library Search Icon.

YT R
e

4
User tunere Ingged into egafbl wnd

"il Search Reference Library
Fil=  Edit Optionz Help

Figure 1

=10 %]

e
i =

M umber

| at

s |
N | Revision Mo | Change... | Date

Ready

Click on the Search icon.

i
| NUM

Figure 2
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Specify Crteria for Reference Library Search

Air Force Technical Publications |—
Unspecified 7]

Unspecified ]

1. Type in the Tech Order number in the Number: field.
2. Click on the Org Identifier chooser icon.

Unspeciied =]
[ Unispecified 7]

_Commz | Ces | swessTewe | PilfonTensse |
[ ok ] o | ten |

Figure 3

Choose Organization

[Wata Spaten |_r

. Click on the Clear button
2. Select the Site for this TO from the pull-
down menu. NOTE: If unknown use the
JCALS Process “Who is the TO Manager”
function to find the appropriate Site and
Org. Identifier.
3. Type in the Org. Identifier code.
. Click on the Apply button.

Figure 4
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Choose Organization

— Search Criteria

[ata Systen: IJE.L‘-.LS | site: .:':]EIEI.-’-'-.LI: =
Service Mgenc:y::]mr Force =] Erfeie) 5jtf_,.;.l cll
Org. Identifier: I'I'D-'-‘-'I'I'ID { ast N ame: | A
Org. Mame: I
spply | Clear |
' Results
Description

B 004 A A To Surface Munitions Directaorat

F% 00

(5]

J 1.

o view | add | o 2.
- Selpefe 3.

Click on the Organization in the Results field.
Click on the Organization in the Description field.
With the appropriate Org. highlighted click on the

Add button.

/"’ﬁescriptiu:un

OFk. Cuzstomize Carcel Help

Figure S
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Choose Organization

[ ata Syaten: = O0ALC |

[_fpply | _ Cear |

B 004 A A To Surface Munitions Directaorat
1, 00wk C/Program Contral Divigion 00w hC

1. Highlight the Selected Description.
1 2. Click on the OK button.

Figure 6

Specify Criteria for Reference Library Search

E—

T1k31-2-7

B —
Air Force Technical Publications

[

|

. Note that the Org. Identifier field is now
populated.
2. If desired, Save As Template for future
Searches for this TO.
3. Click on the OK button.

Unspecified

-

Unspecified ]
Unspecified ]

lif— o SovetsTemlse | Peflfom Terpide |

S e

Figure 7
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“fi Seaich Reference Library =]
File Edit QOptionz Help

| Hews'l_on Mo | Eh_g_nge... | Da_'ts | Eg't'ggory | Subcg't'ggory | T!.t.lf
15Mov 2000 Air Force Technical Publication:  General TOs STOR AMD MAINT PROC WITH IFE - GDE BB

oo 15 A4pr 2001 Air Force Technical Publications  General TOs STOR AMD MAINT PROCWITH IPB -- GDE BB

L q1ka1-27 0002

NOTE: The viewer will note that the bold LO (Latest/Official) indicates that this is the most
current copy of this Tech Order. The bold “L” is next to change 1. Several functions can now
take place. (1.) The Tech Order Reference Card can be viewed (Figure 9). (2.) The Tech
Order can be viewed as a PDF file (Figure 11). (3.) This file can be placed into a Workfolder
(Figure 13) for future use, e.g. Future Reference, E-mail, Print ...

Figure 8

2.7.2 VIEW INFORMATION CARD

il Search Reference Library =13
File Edit Options Help

Lofl i

/ L K327 000z
1.

2.

1. Highlight the Tech Order.

< Ll 1 2. Click on the Document Reference Card Icon.
Ready
Figure 9
Yiew Information Card Ei

Standard | Froject Info I

Humber

Rewvigion Mo oon2

Change Mo

Date IW

Categary |.~‘-‘«ir Force Technical Publications

Subcategory |Genetal TO=

Title: ISTDH AMND MAIMT PROCWITH IPB -1

Orgldentiier  [GOWHE 4 View Information Card.

Service - Agency IAir Force

Doc CAGE I
Doc Security IUNCLASSIFIED

Title Security |Unspecified
Statuz IAvaiIabIe

Close I Save Frint Help

Figure 10
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Lo it Force ol P 5 ] E - OE BEJf
/ L 11k3-27 0002 oo 154pr 2001 Air Force Technical Publications  General TOs STOR AND MAINT PROC WITH IPE - GDE BB |

2.7.3 OPEN DOC FROM SEARCH RESULTS LIST

7§ Search Reference Library

MNT ITH IP! IE

1. Highlight the Tech Order to be viewed.
2. Click on the open Icon.

4] |
Ready ,_ HLIM A
Figure 11
) Ele Edt Document Tools View Window Help ==X
CERE®- #H- B e |Oa- | -6 A

i - ® OOOE |5~

TO 11K31-2-7
NAVAIR 11-BA-37

TECHNICAL MANUAL

ORGAMIZATIONAL AND INTERMEDIATE
MAINTENANCE LEVEL

storace anomamtenance rocef - WWhen the Acrobat Reader opens,

WITH ILLUSTRATED PARTS BREAKD

GUIDED BOME UNITS, the Tech Order may be viewed.

GBU-31(V}1/B. 2/B, 3/B, -'1;"8. GBU-32({v) . .
GBU-35(1]1/8 AND Close the document by clicking

GBU-31{V}1({D-2)/B, 2{D-2)/B, 3(D-2)/B, 4

auazvino2ve 20208 | on File and from the pull down
menu select exit.

NOTE: Acrobat Reader v4 and
higher will allow cutting and
pasting from this file. Tech
Orders are indexed for quick

15 NOVEMBER 2000 eweed find. The find feature allows data
to be found quickly. The Tech
Order can be printed also

PSR UNEEF 145 AUTHEIIT Y OF THE EECHETARY CF THE AR FCHl

1at164  » M 85I x1101in | O

Figure 12
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2.7.4 SAVE A DOCUMENT TO A WORKFOLDER

i) Search Reference Library { ;Iglil

Fil= Edit Options Help 2.

o
reE? -
| | ‘l:nﬁ-;a,,,l

15N 00
001 15 Apr 2001

L 11k31-2-7 000z

1. Highlight the Tech Order to be saved to a
Workfolder, remember a TO is only current
with all applicable changes.

2. Click on the save to workfolder icon.

4] | i
Ready l_ &
Figure 13
Select Workfolder i
- |_Description | Object 1D -
- | EMAIL_TEST 104-110-7531
1 1D.35E4-230-1.00 . . o e
- lucals 1. Select the desired workfolder in the Description
Mg field then proceed to Figure 16.
~ | Mumbering_104-1 OR
Pub_Order_1054 | — . 1
1 | Pub_Order_3074] 2. Create a New Workfolder by clicking on the
* i Pub_Order_3367 | New button.
| Pub_Order_B3EQ] _
| Pub_Order_B3EQ_3303-3-153-12 104-110-8541
Pub_Order_B3EQ_3305-12-231-1 104-110-3932
Pk MNrder BIFQA 33051227711 1 114.111-9959 it 2
1 i * -]
Ok, | Cancel |
Figure 14
Create New Workfolder | x|
Enter new workfalder name
00 series_tok 1. Type a workfolder name in the Enter new
workfolder name field (NO SPACES).
1. - 2. Click on the OK button.
i
2.
Figure 15

14 -9 of 12



Select Workfolder

| Object ID -
104-110-10209
K 104-110-753] —
LDE.&SESE -230-1.0028000400252882 1. Select the Workfolder.
| itfug 2. Click on the OK button.
Murnbering_104-155-34
| Pub_Order_1054_3307-77-51-4 104-110-8911
| Pub_Order_3074 21-F100-4141 10411010113
| Pub_Order_3367_1124-5-7 10411010126
| Pub_Order_B3EQ_1F-16CG-06-11 104-110-3432
Pub_Order_B3EQ_3303-3-153-12 104-110-8541
Puh Meder RAFN 3305122711 1na.11n.qqnf _Iﬂ
\4 »
e Cancel |
Figure 16

Click on the OK button.
Figure 17

i1 Search Reference Library == E3
File Edt Options Help ' -

Hpen [Et{

Saveto W aniolden.. EleE

Print.. nge ... | [ at; Category | Subcategony | Title

Save Az File...

To close this screen click on File and from
the pull-down menu select Exit.

| | b
Quit the application; prompts to save documents HLUM A

Figure 18
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¢ JCALS Session Manager

W-El=]

‘File  Edit “iew Help

A

=] Tools

g
8 Administration b=
Engineering Duthox
& Data Search
ﬁ Edit/fiew tool:
g Utility toals

£y TH Tooks

B =E = XN <« @ ¥

Report ToDalit  Workllow  ‘Worldlow  Workflaw  Workflaw
Generator Assistant Manager  Monitor T Templat

Reference
Library Search

2.

.. gfRy Enginesing Data &
(1 Shortcuts
([ Log Entries
1.
i I

User turnere logged into egafblwnd

From the JCALS Session Manager click on the
Electronic Office folder.
Double click on the Open Workfolder icon.

Figure 19
Your Workfolders - Dpen Workfolder O] x|
File Edit “iew Options |ETM Help - ’
EEEE N EE ] :
2 } | Mame | | Format I Type | Copy No. | Modified +
| [EPun_order_GaE0_d307- s felder s 05/23/20
[ Pub_fider_R3EQ_4307- nla falder néa DE#ZS»’ZDJ
[E3] Pub_Order_BIEQ_4307-. nfa falder néa 05423720
[E3] Pub_Order_BIEQ_4307-. nfa falder néa 05423720
[E3] Pub_Order_BIEQ_4307-. nfa falder néa 05423720
[ Pub_Oider_BIEQ_43D7-. nfa folder nfa 05/23/20
'ub_Order BIEQ_43D7-. nda folder n/a 05/23/20
Pub Order B3EQ_3303-. nia folder '3 (/03720
g
P .
=71 Click on the [+] of Your Workfolder.
ER
[ P ) Order_B3E0_4307... néa oaer [ZE] U/ T2/ 20
[E3] Pub_Order_BIEQ_4301... nfa falder néa 06/12/20
DL Mo cOch 49md ot bl ol nic A4 7 pany
« | ﬂJ
For Help, press F1 CONMECTED 2

B3 jdam - Open Workfolder
“File Edit “iew Options IETM Help

Figure 20

—[E[x]

a|0]& ol x| 0] ke x|

=1-[ Your workfalders
- 00_series_tos

1N4 1FE 24

Fileame
jdam  jdam.pdf

| Copy No. | Modified |
05/15/2001 14:53:18

Foimat | Type
pdf

document 1

1. Click on the [+] of the Workfolder to be

IETH  Helg

Fl\e Edit Vlaw Dptlans

opened (wait).
2. Click on the file/files to be Exported (wait).

(& o 35E4-230-1.0028000400252682
[ JoaLs
=[] jtug

1 B0 hieskorins 104 1FF 24
For Help, press F1

| Copy No. | Modified I
07/25/2001 12:11:32

Foimat | Type
pdf

FileMame
jdamus_...

document 1

CONMECTED 2

Figure 21
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B3 jdam - Open Workfolder

‘Fle Edit iew Options [ETM Help

a(ol&] izl 2lx/En h].ﬁlﬂ( 3.

= Your workiolders
= @ UU series_tos

l \damus chgl_wbkups
EEI EM TEST
2. 230-1.002600040025

. Click on the [+] of the now colored file icon (wait).
. Select the file in the folder to be Exported.

DT4 2J-F100-41-1

F‘uh I rder 3

367_11A4-5-7

9EQ_TF-16CG-06-17
9EC_3303-3-163-12
9EQ)_3305-12-2311

lorm 29nE 199914 1

. Click on the Export Files icon.
. Repeat for all files to be exported to your hard drive.

AW N -

For Help, press

Figure 22

Export File

0751 336w sl 1. Locate the Drive/Folder where the file
L. 0751_jeff (Tech Order) will be saved.
] 1302_id 2. Type in a file name (or use the name
(B 1130210 415 provided) in the File name field.
71344 _speciy_id_req 3. Click on the Save button.

M&: Iidam.pdf | Save j.\

3.
Save ag bupe: I,-i'-.ll Files [*.%) j Cancel |
A
Figure 23
Warning

3 Exploring - C:\jcals . .
The K Yew G Fawiee o Ho This Tech Order is only as current as of the

& o % [ @ [ X | moment it was captured in Figure 8.

ac Forpar D ut opy aste | Undo | Delete N .
| Addess |3 crvess Always ensure current Technical data is
IQF,;'T;Skl = L s=Tee} ysed. Refer to Air Force policy on this

esktop C p ol

omputer 022y, dot 157KE  Micro 1
EB s aftoZlekt 582KE FPEHY Sub] eCt'
E R o> e | This file can now be viewed, printed to a
/ i et amseate @ vl local printer, or sent in an E-mail.
8,] 3367_bo csv 3B Mico)
. _E33E?_hn.x|5 19KE  Microsoft Excel Worksheet  8/2/01 12:50 PM LI
1 object(s) selected - |7.56ME My Computer )
Figure 24
RETURN TO INDEX
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15. MANAGE RECEIPT OF PUBLICATIONS

The following Training Aid was developed to provide visual
instructions for Managing Receipt of a Publication. This aid is to be
used in conjunction with the established JCALS Desktop Instructions
for Air Force Users. This training aid is in no way intended to be a
stand alone instruction. This material is intended to provide users with
the minimal requirements necessary to Manage Receipt of a
Publication. When the user becomes familiar with these screens the
more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:
1. The user has completed the JCALS Web Based Training
(WBT) program.

2. The user is familiar with USAF directives pertaining to
Managing Receipt of a Publication.
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3.6.14 MANAGE RECEIPT OF PUBLICATIONS BY ACCOUNT

# JCALS Session Manager | [O] ]
File Edit ¥“iew Help

&

™ PrUCBSSBS\
2

(23 Shortcuts

7] Log Entries

1. Select the TM Tools folder.

2. Double Click on the TM Processes Icon.
I N
TH Processes Shutting Down [COMMNECTED | [ y

Figure 1

4 Select a TM Process Type and Subtype =] B3

<]

Type

Manage Invenkan

tanage One Time Requizition

tanage Policy and Guidance

Manage Frogram Support [Budgeting and Accounting] J
Manage Quality &zsurance

Subtype | -

FRequest aMew T Account
Request an Update to a T Account
Yiew a TM Account

Manage Heceipt of Publications
Maintain FM5 Case

iation Feport
iation Feport Bl

Generate Account

N\

Generate Accou

Cuhacemmt

[sarnarata fee

1. Select Manage TM Accounts.
Make Shortcut| 2. Select Manage Receipt of Publication.
3. Click on the OK button.

Figure 2
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DD FORM 1348-2 or EQUIVELANT

2l asle 7] 1ol 2 kletzd= Bl kR ElEEEEEEE sReEEEEEE PRI o B SR DR I 2. POSTAGE DATA
slallstel A d Elslzlele lehlzlzlalste) e Lol INLedstsl o 1e]e fodi) 2] 2)alote] A af olo R |

ol st (l Ju feusnrire SUPPLE slr fos | eno |e RN a4 Rt Joldqul SNERL RS || PR P NA
| oo)emou|a] n EojuenTasy |ty |7Rr- | okeT |r |E Naf D i [ = =
= CE sl |15 [olaooress  falv |au I A Pinl T poLLans oTs) 0.0
% \‘11‘ T D TIoN D \ o ) M .
— ARk FOR | Official Business
»

b.o

a4 : A - I
£ TS T E a TR canee o= ) !
F e 0293 I | 17-1A-2-32J6-30-1 01T038656001306
g 00 A 00 OOl S .« N S i s o e
= Ein TG FRELIGHT CLASSIL LJATION NOWENGLATURE | OEIE =t
gl sk E~O4RROZ93I066 |
3l 2 | A0 WE TGHT 41 _TYPE SERVICE
2= 1F.ITEM NOMENCGLATURE |
i 1T-1A-2-324G-30-1 | (I
2 Tnrv cont | e cont 0 ToTAL WETGMT = ToTAL suBe T
£ 2es O 0 0
=l Zoal TN Account
sl BZ= 22 RECEIVED BY i DATE REGEIVED 1970 Monahan Way Bldg 11A RM201 I
el <2 01TO38656001306 Wright Patterson AFB OH 454337211
2 g5=
= ; {
5 E*O4RR oz83 I D
sl__
£ 1
T =
| F32=8g AGCOUNT 0283 | ID
@ :ggﬁ B EAOOO23ASC/YTZS 71 FTW/NW-TOD | E*O4RR oza83

= s 338 ELAM HOAD SUITE 101
2| <S5E545 VANGE AFB OK /3705-5402 ATTN TODO

g5
e ‘ ACCOUNT 0283
& ‘ 71 FTW/NW- TOD
= | 338 ELAM ROAD SUITE 101
] = VANCE AFB OK 73705 5402

=
2| = LR
] I
e ] NA 737058
5| =
w2
=lis Rev No;Chan No: 013 Doc Issue Dt: 20001001 Shipped Dt:

BN -

DD FORM 1348-2 or EQUIVELANT

. Document Number.

. JCALS TODO Account Address and Address Code.
. Technical Order information.

. Quantity received.

Figure 3
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Manage Receipt of Publications

1. Input the Document Number for the received Publication(s).
[This information is taken from the AFTO Form 1348-2 or
an Equivalent Form attached to the received publication(s).]

NOTE — THIS FIELD IS CAPS SENSITIVE

2. Click on the Apply button.

Figure 4

Manage Receipt of Publications

1. Highlight the Publication.
2. Click on the Update button.
WAIT FOR NEXT SCREEN TO APPEAR!

Figure 5
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Manage Receipt of Publications

1. Enter Quantity Received if different from default.

2. Click on the calendar to update Date Received.

3. Make an appropriate entry or leave blank if the
correct quantity was received.

4. Click on the OK button.

Figure 6

Manage Receipt of Publications

A= Note the information in the Record
| 4 of Receipts section is updated.

Figure 7
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Manage Receipt of Publications

1. Click Save to update the database.
2. Click on Close to exit.

Figure 8

RETURN TO INDEX
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16. RECOMMEND A TM CHANGE

The following Training Aid was developed to provide visual instructions for
completing a Recommend A TM Change via AFTO Form 22. This aid is to be
used in conjunction with the established JCALS Desktop Instructions for Air Force
Users. This training aid is in no way intended to be a standalone instruction. This
material is intended to provide users with the minimal requirements necessary to
process a Recommend A TM Change. When the user becomes familiar with these
screens the more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed the JCALS Web Based Training (WBT)
program.

2. The user is familiar with USAF directives pertaining to AFTO Form 22
processing.

3. The user is familiar with Organization and HQ MAJCOM routing of AFTO
Forms 22 through the JCALS system.

Routing of an AFTO Form 22 can be very complex. In many cases the routing of
Recommend A TM Changes through the JCALS system has not been fully
developed or defined. Adding to this problem, many of the MAJCOMs have not
come on line with JCALS system.

This model was constructed using a typical scenario where an AFTO Form 22 is
being submitted to directly to an ALC. In the case where an AFTO Form 22 is
required to be submitted to a HQ/MAJCOM the subparagraph instructions (e.g.
16.1.) of this JTFUG must be followed for that specific HQ/MAJCOM.

AFTO Form 22 in a Microsoft Word (.dot) format is available at:
http://www.pdsm.wpafb.af.mil/toprac/afto22s.htm

Items you need before creating the AFTO Form 22 in JCALS are:

1. Have the finished Word (.dot or .doc) AFTO Form 22 in electronic format.
(See the above site for a template for creating this document.) Routing of
this document varies from installation to installation. Make sure you follow
the procedures defined by your location for submitting AFTO Form 22’s.

2. Collect any other supporting documentation. This includes drawings and
photos (if any) that support your proposed change. Supporting data must
be in electronic format. If you have documentation that is not in electronic
format use a scanner or digital camera to convert it to electronic format. For
items such as photos or drawings, they should be in the standard .JPG,
GIF, or TIFF file types. Remember the T.O. Manager on the other end will
need to open the document. Do not use files created from
FormFlow/JetFlow, or any program that requires a unique program to open.
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TECH MANUAL CHANGE PROCESS

Prior to submitting the Rec_Chg, the PIM will review

* Special procedures are required when
F S T applicable HQ/MAJCOM requires AFTO Form
: E%/xﬁfs(jlorﬁ : 22 coordination (See 16.1. HQ ACC AFTO Form
1_ _g_ o _g_ _ N 22 Supplement for sample MAJCOM AFTO
AN Form 22 processing procedures).
> N\
> a
* |
AFTO FORM 22 IN = " HQ/MAJCOM
MS WORD FORMAT = N o » ] Coordination
ALONG WITH DI 2|3 .2 ALC
= || £ -4 = A |/
SUPPORTING > SUPERVISOR [ ] ; 2l g |58 |2 Disnggyfval
DIGITAL FILES: <4 4m | 2| 6= ||5®
O3 | £|8a| 3 2
" m 5 - -
l ) (7] o [ n
— \
T A \
INITIATOR \
1
WARFIGHTER “
1

The PIM will finalize the JCALS Rec_Chg,
COMMIT, add MS Word AFTO Form 22 file

& other related (digital) files to the Workfolder.

AFTO Form 22 coordination and routing

00-5-1 and HQ/MAJCOM supplemental documents for

AFTO Form 22
Approved/Disapproved
Workflow Completed

Flow Chart 1
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3.11 RECOMMENDED CHANGE

¢ JCALS Session Manager
File Edit ‘iew Help

=10l x|

& Administration
‘ Engineering Data &
F Editview tools

& Utility tools
----- [_1 Sharkouks
----- [_1 Lag Ertries

mi—

TM Processes  TM Report “-terminal
Generatar

Search Reference Library Shutting Dawn

X

2. 1. Select TM Tools.
2. Double click on TM Processes.

comecen [ | [ 4|

# Select a TM Process Type and Subtype Tl - |EI|5|

Figure 1

Tvpe

Generate T Index Be

tanage Initial Distribution for a Thd

hd 2 maa bnikial Diskeibaobioes Far o Thd Acsmonab

Develop Cost Estimates and Manage Funds
Develop T Reproducible Master
Generate History Reports

Generate Inventary Repartz

I OMMen: -- |
Yiew a Recommende

oK

Frepare Tk Change Fackage

Generate Becommended T Change Ac
Generate Recommended TM Change Col
Generate Recommended TM Change Pa

Generate Recommended THM Change St3
Famarata Damnmenamndad Thi Chasns G

Make Shortcutl

jon [ ates Feport

1. Select Improve TM Type.
2. Select Recommend a TM Change Subtype.
3. Click on the OK button.

Figure2
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' Recommend a TM Change

File Edit Wiew Options Help

=101

D|3|&]

f ationl Deficiencyl Digpozition

——— Local Control Ho. older Mame

|L|:N [4 00-5-1

[ Status

=l

Date Initiated—l— Suzpenze Date
Fioutine/CAT I =il — al
YO Gentto Contracto—-DateSent Tog 1. Imsert LCN IAW TO 00-5-1.

IJ'.&pprovaI Date———

)Nyl

2. Select the required Priority.

Far Help, press F1

Requester 2. submiter—4 3, Select the Publication tab.
ﬁﬂad E MeMilin ﬂLJHDd E MeMillin

MO COMMENTS CAF v

Figure 3

B Recommend a TM Change

File Edit Yew Options Help

=10l |

D E| S|

General Publication | Deficiencyl Dispositionl

For Help, press F1

Figure 4

16 -50f20

 Publication Ma. Pub Stock Mo, ———— Basic Pub Date
| - g | )]
— Revizion Mo, ¥ "Ehan Gl "F‘mponent [ —
— Page Mo, T Paragraph Mo. —|' I 0. —|'\able Mo,  Function Mo, —— Line/ltem/Step Ma. 4
A )
| ! ! | ! Select the Publication No. Button.
— Pub Title
| ox

Type in the publication number and
use the Tab Key.

NOTE: (For test purposes during
CAF Training use one of the following
test books: 01-SOSTEST-2,
01-SOSTEST-7, or 01-SOSTEST-8)




2. Choose Publication ]|
3.
Publication Mo.: I'I F-154-2-341G-321 Froponent |0: IWH'LFW e
Pub Stock Mo.: Service: I.-’-‘«ir Force 'I
Basic Pub D ate: | ” | Revision Mo.: I
Change Ne.: 1. Left Click on the Clear button.
Pub Title: 2. Enter the Publication No.
<l Uike: 3. If known, type in the Proponent ID otherwise leave blank.
Publicatien Type: | 4. Click on the Apply button.
Wwheapon System C
wieapon Spstem Appl.: I Pub Status: IAETIVE j
Item Designator Mo, I tedia Code: IA" ﬂ
Subszcription Form: I vI Block: I Commercial Ind.: 1™ Yes € Mo * Either
/ _ll:lear \
— Rezult: — o —
m Pub. Stock Mo | Media Type | Pub. Date [ Rev. o, [ Change N =
4 /— 1.
1] | 2
0K | Cancel | Help |
Figure 5
Choose Publication ]|
—Search Criteria
Publication Mo.: I'I F-154-2-341G-321 Froponent |0: IWH'LFW ]
Pub Stock Mo.: Service: I.-’-‘«ir Force 'I
B asic: Pub D ate: = | ” Revizion Mo.: I
Change Mo Change D'ate: |= j' I
Pub Title: . . . . . .
Shart Til i 1. Highlight the Basic Publication now populated in the
art Title: .
o _ Results window.
Publication Type: I_ .
_ 2. Left Click on the OK button.
Wwheapon Syztem Code:
wieapon Spstem Appl.: I_ Fub Status: |,€.\ETIVE Jid |
Item Designator Mo, I tedia Code: IA" ﬂ
Subszcription Form: I vI Block: I Commercial Ind.: ™ Yes & Mo © Either
Apply | Clear | /—/
— Results —
Change Ma.
2. [~ PublicationNo, | Pub. StockNo. | MediaType /L Pub Date g L

01T041206000106 01 Mar 199
1 T041206000206  PAFER 01 tar 1333 0ooz 0oz
FPAPER 01 tar 1333 0ooz 003

1F-154-2-94I 5o
1F-154-2.94)5-3.

i

*

ak I Canicel |

Help |

Figure 6
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1. Note the applicable blocks have been populated, Pub No., Pub Stock No.,
Basic Pub Date, Revision No., Change No., and Proponent ID.

2. Enter the Pub information which is being recommended for change in at
least two of the above open blocks, preferably the Page No. & Para No.

3. Left Click the Deficiency tab.

B Recommend a TM Change - |E|5|

File Edit Yew Options Help

NCIE] 3.

General Publication | Deficiencyl Disposition

 Publication Ma. Basic Pub Date

TF-158-2-94)G-32-1

— Revizion ND'F‘L Change Mo, —————————
IDDD2 “

— Page Mo,

ohent 10
“M‘\IH-LFL\»r

Figure Mo, Table Mo. — Function Mo,

Paragraph Mo. — Line/ltem."Step Mo,

Ly |

USPEMSION -BOMBES 5/5/5N 34-32-02 THRU 34-32-25 _I

=

Yo

For Help, press F1 [mocommenTs  [car [ [ 4
Figure 7

Insert a Short Description of Deficiency. Do not use any special characters such
s ~! @#S%"&*()_+ or Y, 5, etc. in this block.

Insert the Deficiency. Do not use any special characters such as ~!

@#8% " &*()_+ or Y4, Y, etc. in this block.

Add a Recommend TM Change if applicable. Do not use any special characters

such as ~! @W#$% & *()_+ or Y, ', etc. in this block.

Information in these blocks can be typed in or cut and pasted from a document

file. Also, a statement such as ""See Attached AFTO Form 22" can be inserted in

the Deficiency block if the applicable form is added to the workflow. Do not use

any special characters such as ~! @#$%"&*()_+ or Y, %, etc. in this block.

5. Left Click on the File icon and select Commit. Commit establishes a workfolder
and saves the Recommend a TM Change to that workfolder.
B Recommend a TM Change = - |E|l|
File Edit ‘Wiew Options Help
Mew. .
Print.. n Deficiency |Disposition
Save As File., of Deficiency
Exit cription of deficiency in this box. You can cut and past from the applicable blocks fram the ;I
| ma=an=ia 1 other word documert file. LI
1. I
Deficiency
Inzert the Deficiency in this box. You can cut and past from the applicable blocks from the AFTO FORM 22 or ;I N
/ other waord docurment file. > 4
2. .
Recommended Th Changs /
Irzert a Recommended T Change i this box. You cam cut and past from the applicable blocks from the -
AFTO FORM 22 or other word document file,
3. M
Carnmits this Recommendad Change MO COMMENTS v

Figure 8
16 -7 0f20



Left Click on the OK button.

Form - 6-141-2639983 was successfully saved,
The associated Warkfolder is - Rec_Chg_1F-154-2-9415-32-1_6-141-2639933

Figure 9

B Recommend a TM Change 10| =l
File Edit Wew Options Help

|

SETE] *

General |F'ul:-licati-: I Deficiencyl Di$position|

r Control Mo, r— Local Control Mo, —wéorkfolder Mame

|5-1 41-2639353 / ILI:N oost g |Hec_|:hg_1 F-15A-2-34)G-32-1_E-141-2639323

r Priarity ‘ Statuz / Date Initiated—— Suspense Date——————

[Froutine/caT I =] |[5aved » Z][Erovam  — A

—Approval Date———— Date Sent to Contractaor — Date Sent To Evaluator — D ate Sent for Signature
| Il | i

_Fiequester 1 Submitter ]

Note that the above blocks have now been populated. * Record the
Workfolder Name block information.

Far

Figure 10

B Recommend a TM Change 10| x|
Fie Edt view [ ptions el
O | =] | = Gather Data From Reference Library. . —
——————  Submit
General | Pupl Uik as Duplicate... /
Wigw Criginal., .
r~ Contral Mo, — IR er I-/orkfnlder Mame
IE-'I 41-263998  Comments. .. ec_Chg 1F-154-2-94JG-32-1_E-141-2639933
— Pricrity Reports... Date Initiated — Suspense Date
| Foutine/CAT I =] |[5aved ;“29 Moy 2001 g || iE

Left click on Options icon and select Open Workfolder from the pull down menu. This will
allow the PIM to add a completed AFTO 22 or ANY digital file i.e. .jpeg, .GIF, etc to the

workfolder.

AFTO 22 in a Microsoft Word (.dot) format is available at:
http://www.pdsm.wpafb.af.mil/toprac/afto22s.htm

T T T ’ |

Figure 11
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http://www.pdsm.wpafb.af.mil/toprac/afto22s.htm

B3 Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983 - Open Workfolder = (=] ]
File Edit “ew Options IETM Help

B|0]S] & x| ) @i

= Eﬂ Yfour Workfolders (part Mai | Filetame | Format
= Fec_Chg T ) composite

2.

1. Left click on the Rec_Chg_* folder.
2. Left Click the Import Files button.

. I o
Impart Files COMMECTED 2
Figure 12

Import Files 1. Select the completed AFTO 22 file and or any

additional files related to this AFTO Form 22
which are located on your computer, LAN, etc.
Click on the Open button.

3 ]9CALS CAF TEAM TRAINING SCHEDULE.mpp @Reﬂective Ez
P ]3CALS CAF TEAM TRAINING SCHEDULE T, mpp @reminder.dm

: - ) scan test.do
@screen capkL

r i

I:ulank page,doc

File name: I.-i'-.FTEI Farm 22 1F-154-2-94JG-32-1.doc Open !\\

Filez of type: I,-'l'-,ll Files [*%] j Cancel |

Figure 13

4

1. Verify the File Name, Description, and Format.
2. Click on the OK button.

SPEEir'r DESEriptiDn NN B U RO T ad|

File Hame:  C:A\Documents and Settingzimemillintbdy

Y=y e g | F T O Form 22 1F-154-2-94)(G-32- 1.
Format; Iu:l-:u: [Microzoft Word for Windows 1.0 Document) -
2.
Cancel | Help |
Figure 14
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I3 Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983 - Open Workfolder =lol x|
File Edit View ©ptions IETM Help
oo X | AN
:;:?;ect Propetties. .. ’ i-=E-1_E--141-EE-'E“?'?EFE EEAFTO Form 22 1F-154-2-041G-32-1 L eane :;:n:ztsute I:ilep:ollactian
View Object Comments. .. Rec_Chg_t 2630983 composite rec chg
2 . Elszlvatc:ggzzas\;;\lssinns. . \
Z:T:EED Outbox 1 .
TS Unlock:
i alidate:
I
1. Your file (or files) is/are now contained in the workfolder.
3. 2. Left click on File
3. Left click on Exit.
Exit Fram warkfalder |CONNECTED: Al
Figure 15
! DO NOT PROCEED BEYOND THIS POINT UNTIL THE FOLLOWING RULES HAVE BEEN MET:
| 1. THE PIM HAS VERIFIED THAT THIS RECOMMENDED CHANGE DOES NOT REQUIRE
' SPECIAL ROUTING, SEE 00-5-1 AND RELATED HQ/MAJCOM DOCUMENTS. IF
I SPECIAL ROUTING IS REQUIRED SEE THE RELATED HQ/MAJCOM SECTION OF THE
i JTFUG FOR JCALS PROCEEDURES. |
. 2. IF THE RECOMMENDED CHANGE HAS BEEN COORDINTATED WITH HQ/MAJCOM
I AND HAS BEEN RETURNED AS APPROVED.

B Recommend a TM Change ' =10 x|

File Edit Yiew | Cptions
| | i 1.
O E| & zather Data from Reference Librar

General | Puplic  Link as Duplicate. . 2.
Yigw Original.. .
L Control Mo.—  open Workfolder orkfolder Mame |

[

Left click on Options.
2. Left click on Submit. Submit sends the workflow to the appropriate ALC.

Requester Submitter
ﬁﬂad E MeMilin .Iﬁ\ JHod E MeMilin Py

Subrmit this Recommended Change MO COMMENTS v
Figure 16

successfull x|

Faorm - 6-141-2639953 was successfully submitked,
The associaked Workfolder is - Rec_Chg_1F-158-2-9415-32-1_6-141-2639933

Left click on the OK button.

Figure 17
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® Inbox - Microsoft Dutlook

JEIe Edit “iew Favorites Tools Actions Help

J Mew ~ | &b | By X | ¢ Reply €59 Reply to Al QI3 Forward | %Sand,ﬂ?egeive | %’Fi_nd %in Organize | -

|3| Lo |@|Messages

. ,‘,‘_} Tasks
=] @ Public Folders
B Favorites

NOTE: Email notification in the Submitters Inbox was received just
after the JCALS Successful notification screen above appeared.

Figure 18

B Recommend a TM Change 10| x|
File Edit Wiew ©Options Help
Mew, .
L]
Print.. n I Deficiency I Disposition
S A5 .. Local Contral Ma. —whorkfiolder M arme
ILEN I 00-5-1 IHe-:_Ehg_‘I F-154-2-94)G-32-1_B-141-2639983
Friority \\ Status [ate Initiated——— Suszpenze Date
“Hautineft‘m I = 5 /|23 Nov 2001 g || iB
Approval Date = DEI_. Contractor—— Date Sent To Evaluator—— Date Sent for Signature
I | )| | i
Requester Submitter -
I]Hod E Mchdillin fa\ |F|Dd E hchdil 1. Left CliCk on File.

Quit the application; prompts ko save documents

2. Left click on Exit.

MO COMMENTS | [ él

Figure 19

Additional Recommended Change Functions

+ JCALS Session Manager
File Edit Wiew Help

=0l x|

B Administration
‘ Engineering Data &
A Edityview tools

-G Utility tools
----- |7 Shorteuts

----- |27 Log Entries

e

sitorkflow Manager Shutting Down

Engineering JCALS

Data Search Desktop

COutbo Reference Report To Do List
Library Search  Generator

= N

Workflow
Assiskant

A

Click on Electronic Office to open a workflow
that has not been submitted or to add a
Comment or additional files.

2. Double click on Open Workfolder.

Figure 20
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E3 Your Workfolders - Open Workfolder -0l =|
File Edit Wiew Ophions IETM  Help

Blo|s| aelhl e[ x= 0| KA xl
N 5 Mame: I Filer &
[ 11K31_sERIES
(@ asc_ToIs_TORP_FY0Z-09
[ saC_TOIS_TORP_FY02-09_15_0...
(& aac_TomMe_TEST
(& 1caLs
(581 JcALS_TODO_FUNCTIONAL_USER. .,
& 11rus
(81 Pub_Order_1120_1C-130-2-C0-1

Click on the + symbol in front of the Your
Workfolders folder.
[E rec_chg 1F-154-2-9435-32-1_6-... J

(B Rec_Chg 1F-154-2-9415-32-1_6-...
[E Rec_Chg 3155-4-179-1_6-141-26...

[= Rec_Chg_6J14-2-39-2_234-141-2...

[P T T
KE— _>I_|
For Help, press FL COMNMECTED 2

Figure 21

B3 Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983 - Open Workfolder -0l x|
File Edt Yiew Opftions IETM Help

B|m&] & E|X|I'|E|J_F|E’|J

@ Your Waorkfolders = Name | Filet
! @ 11K31_SERIES F'.FTO Form 22 1F-15A-2-941G-32-1

@ AAC_TOIS_TORP_FY0Z-09 Rec_chg_6-141-2639953
[ aAC_TOIS_TORP_FY0z-09_15_OCT_01

[0 anc_Toma_TEST Click on the + symbol in front of the workfolder

-[&] 1caLs .
[@] JCALS_TODO_FUNCTIONAL Ustrs_quf  that is to be opened.

- TFUG

- [& Pub_Order_1120_1C-130-2-C0-1
#-[&] Pub_Order 69EQ_35E2-3-1
[&1 Pub_Crder 69EQ ZEv1-6-4
[#] Pub_Order_69EQ_38v1-6-4_1
E: [#] rec_Chg_00-5-2_4-141-3565712
@ Rec_Chg_1F-15A-2-9415-32-1 _E-141-2631417

tec_Chg_1F-154-2-94
; @ Rec Chg 3155-4-179-1 6-141- 2633740
A-[@] Rec_Chg 6114-2-39-2_734-141-2554793

-[a] test

B Tha ha
1| | B 1 | |
For Help, press F1 COMMECTED

Figure 22
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E3 Your Workfolders - Open Workfolder 3 = |I:I|i|
File Edit Wiew Options IETM Help

AR E N EE = A
3 & | | _Mame | Filer =
[&1 11k31_SERIES [&111k31_SERIES

[ AAC_TOIS_TORP_FY02-09 [ snc_ToOIS_TORP_FYoz-09

[ AaC_ToIS_TORP_FY0Z-09_15_0CT_01 B A4 _TOIS TORP FY02-09 15 O...

(8] AAC_TOMA_TEST [& anc_ToMa_TEST

[ 1caLs [ acaLs

@ JCALS_TODeD_FUMCTIOMAL _ISERS_GUIDE_1_t @JC#\LS TODO FUMCTIONSL LISER

& 1TFUG _ a _

[ Pub_order_1120_1C-130-2-CD-1 . .
(1 Pub_Order_63EQ_35E2-3-1 Click on the Rec_Chg file that is to be opened.
[l Pub_order_69EQ_S8vi1-6-4 -
[l Pub_oOrder_69EQ_3av1-6-4_1

[l Rec_cChg_00-5-Z_4-141-53585712 e e
[E Rec_Chg_lF-15A-2-941G-32-1_6-141-2631417 J [# Rec_Chg_n0-5-2_4-141-3585712
[l Rec_Chg_1F-15A-2-941G-32-1_6-141-2639933 [ Rec_Chg_1F-154-2-941G-32-1_&-...

AFTO Form 22 1F-154-2-943G-32-1 [# Rec_Chg_1F-15A4-2-941G-32-1_6-...
Rec_Cha_B-141-2630083 [l Rec_Chg_3155-4-172-1_6-141-26...
o1 [E] Rec_Chg_3155-4-179-1_6-141-2633740 [ rec_Chg_6l14-2-39-2_234-141-2..,
lIlrmTl Dar-r ~ha @11d_7_20-7 22d_141_7ES4 702 Ll;l | R _’l;l

L 1 |
For Help, press F1 COMMECTED

Figure 23

B3 Rec_Chg_6-141-2639983 - Open Workfolder i 1Ol x|

File Edit View Options IETM Help pr—

BIn|&| (e elxlEl 1. [l x|

E@ Your Warkfolders - 5 FileMame Format Type
[ 11K31_SERIES

[ AAC_TOIS_TORP_Fv02-09
[ aaC_TOIS_TORP_FY02-09_15_OCT_01 Retreive b TolYiew

[ aac_toma_TEST Unlack. To Redine 2 .
[ 1caLs [40S To Edit

Cut
[ ICALS_TODO_FUNCTIONAL_USERS_GUIDE_t_OC N LADS ToWiew

[ JTFUG Copy L
[ Pub_Order_1120_1C-130-2-C0-1 Padtz

[&] Pub_Order_69EQ_35E2-3-1 Paste Reference
Pub_Order_69EC_30v1-6-4

PLb,_Order _E9EQ_3801-6-4. 1. Right click on the file to be opened.

[ Rer_Chg_n0-5-2_4-141-3585712

& rec chotF1szoneazt crrzaaity | 2 From the pull down menu select Open and
[@ Rec_Chg_1F-15A-2-9415-32-1_6-141-2639983

AETO Form 22 1F 1542 9416521 from the next pull down menu select To Edit.

Rec_Chg_3155-4-179-1_6-141-2633740

4 | K Import: T | |
To Edit Export Files... ’m i
.
Figure 24

NOTE: Depending upon your computer set-up, you
mav not see Figure 25 below.

Click. the program you want to uze to open the Application [f
the pragram you want ko use iz hot in the list, click Other.

Choose the poganyouwanittousq 1 Select the Open With Application
1. e ] as Edit — per -XXX .
\| e wrsareead 2. Select if you do not want to see this
option again.
3. Click on the OK button.

2 . \il_l |
Always uze this program ko open this twpe of file

3. *DK I Caricel | Other...

Figure 25

16 - 13 of 20



\

B update a Recommended T™ Change
File il b Options  Help

=10l x|

Gather Data from Reference Library. ..

Link as Duplicate. ..
Wiew Criginal.. .

Open Workfolder orkfalder Name
Comments. .. Ec_Cho 1F-154-2-94G-32-1_B-141-2639933

Reports...

1. Click on Options.

\

Hm Q 2. Select Submit if the workflow has not been previously

submitted. Go to Figure 16 to complete this process.

Requester
I]H od E Mechdillin

Submit this Recommended Change

OR
3. Select Comments if a comment is required for this
Recommended Change.

i Comments

Figure 26

Subject

I Comment No. I Date I Author

Click on the Add button to add a comment.

View || Add | Seve | | Eint

Add Comment

Figure 27

Description:

- |Give pour comment a Subject Date: 29 Moy 2001

Rod E Hcillin

Type in any addition information relating to thiz RECOMMENDED_CHAMGE that may aszizt in the prucesses.:l

Y 1.

Type in a Subject title.

Type a comment in the Description field. This may be a
special note to the TM manager or Equipment Specialist, etc.
Click on the OK button.

——m Cancel | Help |

Figure 28
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Subject I Comment Mo. I Date I Author
) Give your comment a Subject 1 23 Mov 20001 14:00:23  Rod E Memillin
1.
1. NOTE, the Comment has been added to the
Comments screen.
2. Click on the Close button.
2.
| H
Wiew | Save | Erint Cloze | Help |
Figure 29
B Update a Recommended T™M Change . i N [m] 4
File Edit View Options Help
Mew,
1- Zarnmits .
Print. . nl Deficiencyl Disposition
Save As File., 7 Local Contral Mo, ———Workfolder Mame | |

||LEN I&w D0-5-1 ||Hec_L
)' Fricirity - Statu 1. Click on File.
2. “HW““E*W” x| [Jactive =4 2. Click on Exit on the drop down menu.

Approval Date Date Sent to Contractor—-Date
— —
I]

l] Requester

T Submitter
FodE MeMilin é IHod E MeMilin é

Guit the application; prompts to save documents ,m l_ l_ l_ v
Figure 30
TO DO LIST FUNCTIONS

=0l x|

+ JCALS Session Manager

File Edit Wiew Help

B Administration @ ﬁ

) Engineering Data A | engineering JCALS Open Outhox Reference Repart
,8, EditiView tools Data Search Deskkop Workfolder Library Search  Generator
Electronic Cffice

ﬁ T E 1. Click on the Electronic Office folder.

: Utility toals Workflow WorkFlow W . . .
..... p_-,?mtcuts pssstant manager Mo 2. Double click on the To Do List icon.

----- |27 Log Entries

N
T Do List Shutting Down [commecten [ [ [

Figure 31
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5 To Do List For memillin

File VYiew ©Options Help

1. CIETETEIRA]

Assignments I Personal Tasksl Delegated Jubsl

1. Click on the Assignment tab.
2. Select the Milestone to be viewed.

Tppe | Azzighment I Pricrity | Azgignee Stat.. I Tazk Statug I Releaze Eondilinnl De Date/Time

Milestone Start ROUTIMNE  COMPLETE COMPLETE &l 20 Mov 2001 10:24
a ROUTIME  COMPLETE

Milestone  Start ROUTINE COMPLETE COMPLETE &l 04 May 2001 11:23  Pub_Order_ESEQ_3841-6-4
2 Milestone  Start ROUTINE COMPLETE COMPLETE &l 154ug 2001 1355 Rec_Chg 1F-154-2-941G-32-1_E-141-2631417
.
Far Help, press F1 |Future Tasks Forwarded To: v

Figure 32

Cpen Job, .,
Cpen workfalder, .,

Jubsl

1. Click on Options.
2. Click on Open Assignment.

) Fuluie Tadks,,, Assighee Stat.. | Task Status | Release Condition | Due Date/Time | Job

I Caneel Forwarding COMFLETE  COMPLETE Al 20Ny 2001 1024 AAC_TOA PRACTICE

COMPLETE All 2 11 o
2 Delete Job(s) COMPLETE  COMPLETE 4l 04 May 2001 11:23  Pub_Order_B9EQ_38v1-6-4
. Archive Job(s) COMPLETE  COMPLETE 4l 154ug 2001 1355  Rec_Chg 1F-154-2-94)G-32-1_6-141-2631417

Open assignment For view and processing \Future Tasks Forwarded Ta: v
Figure 33
Milestone Assignment ; 5'
Job Title: Rec_Cho_1F-154-2-94JG-32-1_E-141-2639983 Status: COMPLETE
Milestane Title: Start Stark: 28 Moy 20071 11:432
Task Duration; i D5 Due: 29 Mo 2001 11:42
“wiorkfolder: IFIec_Chg_1 F-184-2-9415-32-1 . .
Mot _ 1. Several functions can be accomplished from
Oty Fod E MchMillin

Li

this screen. In this session the Problem (go

Descintion: to figure 35) and Job (go to Figure 39)

functions will be discussed.

2. Click on the Problem button.

2.

Job Sub-Job | Commentsl F'roblernsl Helease I Close I

I

Help |

Figure 34
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i Problems for Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983 x|

Subiject | Prablern Ma. | Date | Authior | Responze

Click on the Add button. The problem function can be
utilized by all the positions assigned to a workflow.

<

Figure 35

Subject |Tepe in a Subject related to the Problem Diate: 29 o 2007

futhor: RedEMEM 3 - Type a title for problem in the Subject field.

Type a problem in the Description field associated with this
Descri!:ntion: workflow.
Typeinthe Preblemy 3 The JCALS user receiving the Problem notification will

Sent Ta: Fod E ko 2

type in a response in the Response field.

4. Click on the OK button. At this time a Problem message is

17
el

Aesgoees sent to the workflow originator’s MS OUTLOOK Inbox.
4. =]
\WI Close | Help I
Figure 36

i Problems for Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983 ’ x|
| Subject | Froblem Ma. | [rate | Athor | Responze
/ Type in a Subject related to the Problem 1 29 Moy 2000 141326 Rod E Mchillin Mo

1. Note, a problem has been added to the Problems for screen.

2. Click on the Close button.

2.
‘I \ -

view | add | see | B |

Figure 37
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& Inbox - Microsoft Dutlook v =0l

JE\Ie Edt View Favorites Tools Actions Help |

|~ (25 X | vty ot o Note, the workflow originator’s MS OUTLOOK
8¢ -9 BEER 9|&|*=d Inbox has a Response to Problem request
notification.

Folder List 4 | g ‘ From ‘ ! |Subject |Received v

Do LR STATUS REPG 4

| E-{RCOMECACA(Y) Cho, 4
‘l = ] v lé@ O Richardson Gz, Mormal - Stack Status Test Thu 11232001 1;12 M I

18 Tms
Figure 38
Milestone Assignment ll
Job Title: Rec_Cho_1F-154-2-94JG-32-1_E-141-2639933 Status:  COMPLETE
Mileztane Title: Skart Stark: 29 Moy 2007 11:43
Task Duration: 0/ DAYS Due: 28 Mov 2001 11:42
workfolder: [Rec_Cho_1F-154-2-94)5G-32-1_6-141-2639963 Released: 23 /Moy 2001 11543
. Priority: ~ ROUTINE
Motify: Fiod E McMillin =] He
Sub-lobsz: 0
Description:
Click on the Job button to view the workflow
screen.
=l
“workfalder Sub-lob | Eommentsl Problems | Feleaze Cloze I Help |
Figure 39
-I-workflow - [Job: Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983] . i ] 4|
File Edit Wiew Options Window Help y
D[] 420 v(e] o &l & yd

Job Description: A IHec_Ehg_1 F-154 Spatus: IAETIVE
> AUTD = ; Start: |29 Mo 2001 |11-43

Thig workfow iz used for
Recommended Change process
and will autormatoc select the T IPeverf T I D I‘I 2l 2002 I‘I e

Manager and Equipment S pecialis . )
(Bubble 3 & 4] Responsible: INULL_VALUE Completed: | |

Note the Recommended Change workflow
and pertinent information.

Create
Rec Chg

Receipt ol

Record AFTOs

Data

[

Figure 40
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-I.-workflow - [Job: Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983] L =] 3]

File  Es ew Options  Window  Help
> tiore ®| K| S|

Task Duration ‘workfoldar: IF!E::_EIhg_1Fr15AV Status: IACTIVE

Dates and Times

Task Status far =1 Parent Job: I Start: |29 Maw 2001 |1 1:43
Prioity ess = L L LI
Sub-Job ETM Farent

5 Critical Path =1 =1 1. Click on View to see the personnel/position
Page Breaks .
: Toolbar assigned to each of the workflows bubbles.

Status Bar
‘Workflow Tools

2. Click on Personnel.

Choose Font...
Choose Colors..,
Refresh
Job Status Report

iy Receipt ol

Record AFTOs

Data

Sl2[0I010 |

=l I

Set the view to personnel.

Figure 41

-i.-Workflow - [Job: Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983] ] 55

File Edit Wiew Options Window Help

D[e| #[B|e] vie| o k| S|

Job Description: wiorkfalder:

1. Note the personnel/positions assigned to
AT this particular workflow.

Thiz warkfow is used for Parent Job: .
Fecommended Change process paentTes] 2. Double click on any of the bubbles to

and will automatos select the T

lhonees g ement Speclit - Fesponsie expand information view.

Record
Data

Rod E McMi... :
Sue Withrow Edward J ¥... Rod E McMi...

ezbio7

o
@
i}
o

-

Figure 42

Yiew Decision x|
DecisionT ype: | Mormal Assignment =1 Shatus: IINACTIVE
Question: 5 Start: |3n Mo 2001 |1 1:43
1. Diuration: |#45.0 [Devs =1 Drute: [0 Feb 2002 [11-43
Friority: [rouTINE =1 Aeleased: | [
Szgign To: E quiprent Specialist
D ezcription: . . . .
e oo orFoR s eeseaseead 1. Note the information in the View screen for the
luation [includi fety/engineenng, etc).
Tanprow o e ampreed). Baleats sl uman bubble selected in figure 42.

2. Click on the Close button to end this view.

I

Close Help |

Figure 43
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File Yiew ©Options wWindow Help
MNone T |

.- Workflow - [Job: Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983] oy =] |

Task Duration

Bt o T \Workfolder: |ee_ Cha TF15A-  grans:  [ACTIVE

| for —! Parentot: | Start: [23 Nav 20m [BEE
;:Eﬁ;b CTh Farent Task: | Due: [z Feb 2002 [fas
Critical Path froialist = Responsible: INULLﬁVALUE Cornpleted: | I

Fage Breaks

Toolbar
Status Bar

1. Click on View to see the Task Status.
2. Click on Task Status in the pull down menu.

WarkFlow Tools

Choose Font...

Choose Colors...
Refresh

Job Status Report

Receipt ol

Record AFTOs

Data

‘Equipment ... .
e Sue Withrow (St d) e Rod E McMi...

Set view ko task status,

Figure 44

! -workflow - [Job: Rec_Chg_1F-15A-2-9416-32-1_6-141-2639963] i ] 4|
File Edit “iew Options Window Help

Dl &[5]8] v|e| o k| =

Job Description: \warkfolder: IHec_Ehg_1 F-154 Spatus: IAETIVE

* AUTO * - .
Thig weorkfow is used for Pt it I Sl |2S Mov 2001 I11 43

Recommended Change process

and will automatoc select the T IPeverf T I D I‘I 2IFb ZE I‘I e

Manager and Equipment Specialist . .

B st e Respansible: [NULL_YALLE Completed: | |

Note the Task Status under each bubble.

Create

Rec Chg

MNOTIFIED

! Record
Data

COMPLETE
! INACTIVE INACTIVE INACTIVE

& »[I0I0 7|

/ / |

]
il
[
=8

k3

/ Figur:e 45 / /

-f-wWorkflow - [Job: Rec_Chg_1F-15A-2-941G-32-1_6-141-2639983] - IDIiI
File Edit WView ©Options ‘Window Help

D P v|e| e <3| S|

p 2 v e @ K| S

Saye ticw: ‘workiokder: | NEe_Cho_TF-158:  Siaws:  [AETIVE

Save As »

Dislets b | werkHow is used for Parertob: | Start: | 2T [T

\ded Change process

— rmatoc. Select the TH Parent Task: | Due: [12 Feb 2002 [11:43

Print Preview g]Eq“'F‘mE”‘ Specialist b Rsponsible: [NULL_VALUE Cormpletad: | I

Print Setup...

Click on File.

Create

1.
2.

Click on Exit to end this session.

Receipt ol
3. AFTOs

Data

INACTIVE INACTIVE

INACTIVE [CEABUTEE

>
Quit the application; prompts to save documents CAP Z

Figure 46

RETURN TO INDEX
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JCALS FUNCTIONAL USERS
TRAINING

EFFECTIVITY: JCALS SWP 3.1.1, 01 OCT 02. Replaces all earlier versions.

16.1. HQ ACC COORDINATION
RECOMMEND ATM
CHANGE

RETURN TO INDEX




16.1. HQ ACC COORDINATION - RECOMMEND A TM CHANGE

The following Training Aid was developed to provide visual instructions for
completing a HQ ACC Coordinated - Recommend A TM Change via AFTO FORM
22. This aid is to be used in conjunction with the established JCALS Desktop
Instructions for Air Force Users. This training aid is in no way intended to be a
standalone instruction. This material is intended to provide users with the minimal
requirements necessary to process a Recommend A TM Change. When the user
becomes familiar with these screens the more advanced functions of this program
can be utilized.

These instructions are based on the following assumptions:

1. The user has completed the JCALS Web Based Training (WBT)
program.

2. The user is familiar with USAF directives pertaining to AFTO Form 22
processing.

3. The user is familiar with Organization and HQ MAJCOM routing of AFTO
Forms 22 through the JCALS system.

Routing of an HQ ACC COORDINATION AFTO FORM 22 can be very complex.
In many cases the routing of Recommend A TM Changes through the JCALS
system has not been fully developed or defined. Adding to this problem, many of
the MAJCOMs have not come on line with JCALS system.

AFTO 22 in a Microsoft Word (.dot) format is available at:
http://www.pdsm.wpafb.af.mil/toprac/afto22s.htm

DRAFT AFTO FORM 22 PROCESSING GUIDANCE FROM HQ ACC

For ACC the PIM is the entry point for all AFTO 22’s into JCALS. Workcenter personnel
will email or hand carry AFTO Forms 22 to the PIM who then inputs into JCALS. There
may be a very small number of offices outside of the PIM who generate enough AFTO
Form 22 traffic that they will use JCALS and a local workflow to flow it to the PIM, this
will be determined on a base-by-base case.

The PIM will send the Rec. Change directly to the appropriate ALC or use a workflow and
route it for review IJAW ACC sup. TO 00-5-1. Most of the reviewers are in HQ ACC but
there are exceptions and those exceptions are not JCALS users at this time. In that case the
AFTO Form 22 will need to be sent using current methods outside JCALS. If a HQ ACC
reviewer who is a JCALS user needs to further coordinate with a site who is not a JCALS
user then the AFTO Form 22 is removed from the workfolder and routed via email. When
the coordination is complete and returned it will be placed back into JCALS and released
back to the PIM. The stop milestone sends a note to the PIM indicating the HQ ACC
Coordinated Rec. Change is completed and ready for submittal to the ALC. Currently the
local workflow used for HQ ACC includes all offices identified in ACC sup to 00-5-1. This
eliminates having to customize a workflow one for each site based on weapon system used.
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TECH MANUAL CHANGE PROCESS

* Special procedures are required when

D A A TerA ! applicable HQ/MAJCOM requires AFTO Form
pplica q
: E%/ehsgggcz‘tt : 22 coordination (See 16.1. HQ ACC AFTO Form
1_ _g_ _ _g_ _ RN 22 Supplement for sample MAJCOM AFTO
AN Form 22 processing procedures).
N N\
S a
* |
AFTO FORM 22 IN * HQ/MAJQOM
MS WORD FORMAT =N 2 > || Coordination
ALONG WITH 08| 2|5=| 2 ALC
SUPPORTING > supervisor [ P15 2 || o | £2 || 22 Disapproval
DIGITAL FILES: < €mc || 2|52 | 58
Ol>| 2|23 =
' = 5 =0n :|| *
= \
A \
INITIATOR \
\
\
WARFIGHTER Prior to submitting the Rec_Chg, the PIM will review 1
\

The PIM will finalize the JCALS Rec_Chg,
COMMIT, add MS Word AFTO Form 22 file
& other related (digital) files to the Workfolder.

AFTO Form 22 coordination and routing

00-5-1 and HQ/MAJCOM supplemental documents for

Flow

16.1.

mmmm————————

I AFTO Form 22

I Approved/Disapproved

: Workflow Completed
Chart 1 r - ___
-3 0f32



3.11 RECOMMENDING A TM CHANGE

NOTE: Procedures covered in section 16., Figures 1 through 10 of the
JCALS TODO FUNCTIONAL USERS GUIDE must be completed prior
to processing a JCALS Recommended TM Change for HQ ACC
Coordination.

# JCALS Session Manager ; o ]
File Edit Wiew Help

El- D_%J':dm,n,stratlﬂ” e %AY

A, Engineering Data A Engineering JCALS Open 3
'O Editfview tools Data Search Deskbop workFold 1. Select Ele.(:tronlc Office. .
2. Double click on Workflow Assistant.

L

: &5 T Taals

----- -G Utilicy tools
(] Shortcuts
-+(_] Log Entries

workflow workflow warkflow
Manager Monitar T... Templat. ..

DI B
User memillin logged inka egafblwnd 2' COMMECTED v

Figure 1

=1 |

& Untitled - Workflow Assistankt

v

Kew Documents & Sttachments

— [ Kew Documents & Attachments #udd bo List |
Hemowe from List |

L= |

\ El=elreris Sl |

wdorkfolder

MHame:

T emplate

[ Mame: | Choose | i | |
wrorkflows Job to Create——————————— .
[ - Click on the Workfolder Name Choose button.
Assign Personnel
----- aZr Pick a Template
Add Assigrment |
Remowe MAssignmment |
Subjob Information [If Applicable)
[ Parent Task: |Unspecifisd =1 P efresh List |
Submit | Clear | Close | Help | L
=1
e |l ] B

Figure 2
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Select Workfolder x|

Desctiption | ObjectiD I N

Fec_Chg_01-203TEST-2_104-141-155 104-110-11819

Fec_Chg_01-SOSTEST-2_104-141-168

Fec_Chy_01-S0STEST-2_104-141-173 1. Select the workfolder that was

Fiec_Chg_01-S0STEST-2_104-141-178 previously Committed (Saved) in
ec_Chg_01-S0OSTEST-2_104-141-185 .

Fec Chg 01-505 TE5 -2 104-141-191 Section 16 of the JTFUG. The

Fec_Chg_D1-S0STEST-7_104-141-105 workfolder selected will contain the

Rec_Chg _01-30STEST-7_104-141-110 digital AFTO FORM 22 and or other

Riec_Chg 01-S0STEST-7 104141144 supporting data if previously save
Rec_Chg_01-SOSTEST-7_104-141-82 14 g p y .

Rec_Chg_01-SOSTEST-7_104-141-88 2. Click on the OK button.

Fec Chg_01-S0STEST-7_104-141-34

Fec_Chg_01-S0OSTEST-7_104-141-94 104-110-11267 LI

= Cancel |

Figure 3

=3 Untitled - Workflow Assistant ’ o =]

-

—key Documents & Attachments

------ (8 Rec_Chg_01-SOSTEST-2_104-141-191 J—

Bermove frarm List

iEw |

Electranic Signature

—Warkfolder
MName: IRec_Chg_D1-SOSTEST—2_1 04-141-191

— Template

MName: I

—Workflow Job to Create

Nems: | Click on the Template Name Choose button.
4| | _’|_I
Ready e[ [ 4
Figure 4
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Select Template

T emplate

N

Ori

Email_Ecercize_JCALS
Email_Exercize_JCALS
Recommended_Change
Th_Mumbering_Fequest
Test_temp

hill
old_Thk_Mumbering_Request

A
Fati]

LTy
A
Al Bezet

Ad Chooze Org

2

Click on the Choose Org button.

] Hew LCancel |
Figure 5
Choose Organization = =] =]
— Search Criteria // 2.
DataSyster.  [JCALS =1 site: EGAFB A
: . I : N ,,I e [KIRT -
Service / dgency: | Air Force External Site; LACKLAND
Org. |dentifier: Last I ame:
s I \ M FORT wORTH - —
Org. Mame: | \ LM_MOORESTOWMN
LOSAMG
i Apply I Clear I MCCOC -
—Results /I

/

Drezcription

1. Click on the Clear button.
2. Select LFI_FS from the Site: pull down menu.
3. Click on the Apply button.

16.1. - 6 of 32

1 g |
view | add | Deete |
— Selected
Drescrnption I
£ AACANMBAAAC WME TITAN
] I Cuztomize Cancel Help
Figure 6




Choose Organization

— Search Criteria

Dats Syster: [JCALS =1 site: |LFI_Fs [
Service S Agency: I.-'l'-.ir Force LI Exzternal Site: I LI
Org. 1dentifier: | Last Mame: |
Org. Mame: I
IWI Clear I
— Fesults

a1 LAMGLEY Langley &FE Hampton %a. LAMNGL

D ezcription

&, LFI_FS Support Center LFI_FSPRIMAL
a2y, SATMRZ SATMRZ

1. Highlight the Name/Org in the

2. Description field.
2. Click on the Delete button.
o | ]l [ T
view | 2dd | Delete |
[~ Selected
D escription |
Ok I Custornize Cancel Help
Figure 7
Choose Organization P (o] | |
— Search Criteria
[ ata System: |J CaLs LI Site: ILF|_F5 ll
Service / Agency: I,-'l'-,ir Force LI External Site: I ;I
Org. |dentifier: I Last I ame: I
Org. Marne: I
IWI Clear I

1. Highlight LANGLEY/Langley

gley &) : b D escriptio
LFI_FS Support Center LFI_FSPRIMAL <, HO Air AFB Hampton Va LANGLEY.
SATMAZ SATMRZ . L/oLa) 2. Click on the Add button.
i LANG 3. Click on the OK button.
N I KN | |
View |k Add | Deete |
— Selected Il 3’
Drescription I /
&1 LAMNGLEY Langley &FB Hampton Wa. LAMGLEY
ok Customize Cancel Help
Figure 8

16.1. -7 of 32



Select Template k. X|

T emplate | Ori
Duzty workflow_Test Lt
HO_AFTOZ2Z2_COORDIMATIOMN_LAMGLEY LAt

EHL AFTO2E COORDIMATION LANGLEYZ wim
Reguest_Approval Lat Chooze Org |
TH _Acctmgmt Securty Template LAt =

TH

4l 1. Highlight HQ_ AFTO22_COORDINATION LANGLEY2.wfm.

T 2. Click on the OK button.

ac

= T
| [
Hew LCancel |

Figure 9

workflow x|

Getting Templates ...

Note the Workflow information screen.

u EENENNNENNNNNENENNNNEEN

Figure 10
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PAY SPECIAL ATTENTION TO THE FOLLOWING STEPS

1. Pull the Assigned Personnel scroll bar to the top of the screen.

NOTE: The following task and decision bubbles must be changed from Brook E Jensen to reflect
the name of the PIM submitting this Recommended Change.

2. Change the Assigned Personnel Start bubble from Brooke E Jensen to the PIM’s name (See
Figure 12).

3. Change the Assigned Personnel Stop bubble from Brooke E Jensen to the PIM’s name (See
Figure 16).

4. Change the Assigned Personnel PIM Submit decision bubble to the PIM’s name (See Figure
20).

5. Change the Assigned Personnel PIM bubble from Brooke E Jensen to the PIM’s name (See
Figure 24).

—Assign Persannel

3. A

. b BrookeE Jersen dd Assignment I
Stop 1

-t Brooke E Jensen

- PIM Submit<\

. .dh Brooke E Jensen 4.

s PIM \ Bemove Assignrmet |
-

.t Brooke E Jensen

IS
N\ N\, kel T 4

DISA REE DISA REE D\SA REE DISA REE DISA REE. DISA REE
A EE ' t'

AC213 RC/GZU

DISAGREE DISA

G

T

AG EE AG EE AG EE AGREE AGREE
ACC:DRABD ACCISONS > < ACC/SFXT @
DISAGREE DISA REE D\SA REE DISA REE DISA REE DISA REE DISAGREE DISAGREE DISAGREE

Figure 11
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3 Untitled - Workflow Assistant

=1o] x|

MName:

IHQ_AI—_FO22_COORDINATION_LANGLEYZ.WFm

Choose | Wiew |

—wWaorkflow Job to Create

MName: |

ssigh Personnel

; Stop

i PIM Subimit

_AFTO2Z2_COORDINATION_LANGLEYZ wim
-t Brooke E Jensen
-t Brooke E Jensen

-.dv Brooke E Jensen

-
Add Assignment

1. Highlight Start.

5 PIM 2. Click on the Add Assignment button.
Ready W v
Figure 12
Choose Personnel and Roles — =] =]
— Search Criteria
[rata Systen: IJ CALS I EGAFE ;I
Sermrvice /A Agency: IE 3 External Site? LI

-

Last Mame: rncmillin

Org. Identifier:
Org. Mame: | ‘
Perzon Lists I *WI Clear I
— Results

& AACAWMEASAT W

1. Click on the Clear button.

2. Type in the PIM’s last name in the Last Name: field.
3. Click on the Apply button.

4. Highlight the name in the Description field.

5. Click on Delete.

e
view | sdd | Deletel Edit Person List |
[~ Selected NSO
D escript N |
N 5.
Ok, I Customize Cancel Help
Figure 13
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Choose Personnel and Roles

N (=

— Search Criteria

[ata Sypsten IJ Cals LI Site: I EGAFE LI
Service / Agency: I.-'l'«ir Force ;I External Site: I ;I
Org. Identifier: I Last Mame: Imcmillin
Org. Mame: I
Person Lists I 1. M Clear I
— Resultz N

B AACAWMRASAD WHE TITAN MEMMW&&criptiun

fetdillin Rebecca S [momilli]
b etdillin RBod E [rcrilling

1. Select the PIM’s name in the Results Description field.
2. Click on the Add button.
3. Click on the OK button.

iew Add [elete .
— Selected
Nriptiun |
it od E [rcmillie)

T ok

I Customize Cancel I Help

Figure 14

IMPORTANT: Always click on the No button.

Workflow Assistant 5'

Apply Assignmment ko All Tasks?

Cancel |

3 Untitled - Workflow Assistant

Figure 15

1. Note the new name assignment for Start.

—Workflow Job to Create

2. Highlight Stop.

MNarne:

3. Click on the Add Assignment button.

—AsSgn Persannel

Ready

[
_I Add Assignment
\ 3
20 Bemove Assighment |
=
Subjob Infarmation (If Applicakle)
’7 Farant Taclk: II Inznarifier vI Eeafrach | ist I ‘ LI
4

Figure 16

16.1. - 11 of 32




oose Pe 0 el and Role f, ;Iglil

— Search Criteria 1.
Dats Systerr [ICELS —l\ = |EGaFE =l
Service / Agency: I.-ﬁ \;I X LI
Org. |dentifier: I_ 3. \ \ Last Mame: crillin
Org. Mame: I \
Perzon Lists I \W‘ Clear I
— FResults |

& AALAME 6, Click on the Clear button.

7. Type in the PIM’s last name in the Last Name: field.
8. Click on the Apply button.

9. Highlight the name in the Description field.

10. Click on Delete.

1 —
4. view | sdd | Delete I E dit Person List |
[~ Selected SO
[1escription N |
5.
Ok I Customize Cancel Help I
Figure 17
Choose Personnel and Roles e — =0 =l
— Search Criteria
[ata Spsten: I._IC.-'-‘-.LS ;I Site: IEG.-'l‘-.FB LI
Service [ Agency: I.-'-‘-.ir Farce ;I External Site: I LI
Org. |dentifier: I Last Mame: Imc:millin
Org. Mame: I
Ferzon Lizts I 1 Apply I Clear I
— Hesults \\
& AACAWMBAAAC WA TITAMN AACS N | Description
b chillin Febecca S [momilli]
2. M chillin Fod E [mcrillin]
1. Select the PIM’s name in the Results Description field.
2. Click on the Add button.
3. Click on the OK button.
Wiew Add el
3.

Selected
ripkion I

dh M

od E [mcrmillin]

\ (] I Customize Cancel Help

Figure 18
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IMPORTANT: Always click on the No button.

Worl-flow Assistant

Figure 19

3 Untitled - Workflow Assistant

1.
—Workflow Job to Create 2.
MNarne: 3

Note the new name assignment for Stop.
Highlight PIM Submit.
Click on the Add Assignment button.

—Assign Persannel

[
_I Add Assignment }
Bemove Assighment |
2. =l
Subjob Infarmation (If Applicakle)
’7 Farant Taclk: II Inznarifier vI Eeafrach | ist I ‘ d
Ready A
Figure 20
Choose Personnel and Roles o ] |
— Search Criteria
Data Systen: JCaLs |EGAFE B
Semvice £ Agency: r 3 E=ternal Site ;I
Org. |dentifier: r Last Mame:  [mcmillin
Org. Mame: I
Ferzon Lists I Apply Clear I
— Results
3 2acAd 1, Click on the Clear button.
2. Type in the PIM’s last name in the Last Name: field.
3. Click on the Apply button.
4. Highlight the name in the Description field.
5. Click on Delete.
i =
view | add | Delete‘{dit Person List |
\ I
5.
Ok, I Customize Cancel Help
Figure 21
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B e =i

Choose Personnel and Roles

— Search Criteria

Data Systen: IJ Cals Ll Site: I EGAFE LI
Service / Aagency: I.-':'-.ir Force LI E=termal Site: I ;I
Ora. |dentifier: I Last Mame: Imcmillin
Org. Mame: I 1 .

Perzon Lists I &ply I Cl=ar I

b

— Besults

N,
& AACSNM B AT W TITAR A8 0 Drescription
kA chdillin Febecca S [mcmilli]

kA zkdillin Fod E [momillin]

1. Select the PIM’s name in the Results Description field.
2. Click on the Add button.
ced 3. Click on the OK button.

— Selected

D ezcription |

\ kchdillin Rod E [mcmillin]

\ Ok I Custamize I Cancel I Help I

Figure 22

IMPORTANT: Always click on the No button.
x|

Cancel

Figure 23

-. Untitled - Workflow Assistant = [im] Il

1. Note the new name assignment for PIM Submit.
2. Highlight PIM.
3. Click on the Add Assignment button.

—Workflow Joh to Create ——

MName:

—Assign Personnel

B Start -]

- Fad E Mchilin [ Add Assignment

i Stop
. Rod E Mchillin - 3
I Submit .

Rod E tehillin
% 2 Eemoyve Assignment |

v Brooke E Jensen LI

’—Subjob Information (f Applicakle)

Parant Tack: |l Inanarifiad vl Feairach | izt

I
Ready [ I
Figure 24

N K
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— Search Criteria

Diata Systern: |~EH-L| ‘\ | site: |EGAFB =]
Service S Agency: r 3. - Extermal SiteN LI
Org. |dentifier: r Last Mame: rmc:millin
Org. Mame: I , x
Ferzon Lists I Apply Clear I
— Results
3 sacrwMRasCw] 1. Click on the Clear button.
2. Type in the PIM’s last name in the Last Name: field.
3. Click on the Apply button.
4. Highlight the name in the Description field.
5. Click on Delete.
™ Py
4. view | sdd | Delete wit Person List |
S
N |
N 5.
QK I Customize Cancel Help
Figure 25
Choose Personnel and Roles o ]
— Search Criteria
[Nata Sypstem: IJE.-'-\LS ;I Site: IEG.-'l'xFE ;I
Service / Agency: I.-'l'«ir Force ;I External Site: I ;I
Org. Identifier: | Lazt M arne: Imcmillin
Org. Marne: I
Perzon Lists I Apply I Clear I
— Results
B AACAVMAALAD WA TI 1. I Dezcription
tetdillin Rebecca S [mcmilli)
b chillin Fod E [rmcmillin)
2.
1. Select the PIM’s name in the Results Description field.
2. Click on the Add button.
view | aad | o= 3. Click on the OK button.
3 — Selected .
: \ Dezcription I
illin Bod E [rmcmillin]

)4 Carncel Help

I Cugtomize

Figure 26
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- Untitled - Workflow Assistant

\

IMPORTANT: Always click on the No button.

Apply Assignment ko All T

=

asksy

Cancel |

— Keyw Documents & Attachments —|

[ Rec_Chg_01-S0STES

Figure 27

_1ol ||

Type in a Workflow Job to Create name. To make it
easy to track it should be the same name as the

Recommended C

hange the PIM is submitting.

2. Verify that all the required fields are filled and correct.
3. Click on the Submit button.
Icler
MName: Fec_Chg_01-20STEST-2_104-141-191

1 ) Wiew |

\
\I 2

Termplat
’7 Mame: ‘IHCLAI-_FO227COORDINATION7LANGLEYZ.me

)

Choose | Wiew |

/

y 4

Whtarkflow Job to Create
{ MName: IRecﬁChng‘l—SOSTEST—ZJ 04-141-191

—Agsign Personnel

= Start [ |
.- Rod E MeMillin | Y — |
%5 Stop
¢ i Rod E Mohillin
-7 Pk Subimit
o i Rod E Mehillin
1% PIM Femowe Assignment |
i e Rod E Mchdillin LI
— Subjob Infarmation (If Applicakle)
Parent Task: IUnspecified LI Refresh List |

Clear |

Close |

=
| ;l_l

Ready ’_’_’— e
Figure 28
ctating sen | NOtE Work in progress information
o screens. Click on the OK button.

Figure 29

Workflow Assistan

& Job started,

x|

Figure 30
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The PIM's should give the Recommended Change 7 days after it has been
submitted to see if it is being worked in JCALS. If the rec. chg. has not been
opened after a this time a follow-up phone call should be placed to the TM
manager. If the TM manager indicates that he or she does not want to use
JCALS for the rec. chg. process the PIM should take note of the mangers
name/directorate and forward that info to HQ ACC Recommended Change POC
(MSgt Jensen, DSN: 574-4961, brooke.Jensen@langley.af.mil then resubmit the
rec. chg. using existing methods (i.e. email).

& untitled - Workfow Assistant

— Key Documents & Attachments _—

[ Fey Documents & Attachments Add to List I

B emowve fram List I

Wi I

Electronic Signature I

— W orkfolder

Mame: I Choosel e I
— Template

I arne: I Chnnsel Wi I

— wWorkflow Job to Create

M arme: I

—Azzign Personnel

—-@r Pick a Templats Click on the Close button.

Femowe &ssignmemnt I

— Subjob Information [IF Applicable] \\
Farent T aszk: IUnSpecified \ LI R efresh List I
L Submit T Clear | Close Help | =i
Ready L
.
Figure 31
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mailto:brooke.Jensen@langley.af.mil

¥ 'OUTBOX' - Message (Plain Text)
| Hie Edit iew Insert Format Tools Actioms Help < % B Esend @

JQ&&eply ‘@ReplytoA\J |$!?Forward |§| L 4 |[5‘ X|+ - 'Af| @.|

From: Rod E. McMillin [micmillin@egafh 1wind.eglinaf mil]
To: mcmillin@egafh1wnd.eglin.af. mil
Cc:

Subject:  'OUTBOX!'

DESCRIPTION = New Task from Job Rec_Chg_01-SOSTEST.

FILES =2

1 = /home/egafb/memillin/cals/tmp/outbox13331/OUTBOX_MA
2 = thome/egafb/mcmillinfcals/tmp/Rec_Chg_01-SOSTEST-2_
TO = memilin@egatb1wnd.eglin.af.mil

DATE = Friday, 05 Apr 2002 14:33:25

[END OF HEADER]

CUTBOX_MA... Rec_Chg_O1...
(179 B) (95B)

Figure 32

The PIM will receive two e-mail
notifications. One E-mail will
notify the PIM of a Milestone
COMPLETION Assignment (no
action required), the other E-mail
will be a PIM Decision Assignment.
The PIM will double click on the To
Do List icon to open the Assignment
screen.

NOTE:

If the PIM’s e-mail profile has not
been configured to forward JCALS
E-mail to the users desktop (PC) or
base default mail program, the PIM
must open the To Do List in the
Session Managers Electronic Office
to verify Rec Chg status. See
figure 34 and 35.

Opening Mail Attachment

&\

Opening :

Rec_Chg 01-SOSTEST-2_104-141-191 104-107-4591 1.tas

et

W ARMIMNG: Weeb pa

oo _cwocytablos ood oo otackh ot

may contain viruses
computer. It is imp
frustworty source.

Wyhat would vou lik

1. Select Open it.
2. Click on the OK button.

i Save it to disk

v Always as 2

e opening this type of file

Ok

Cancel

Figure 33

NOTE:

If the PIM’s e-mail profile has not been configured to

forward JCALS e-mail to the users desktop (PC) or base

default mail program, the PIM must open the To Do

List in the JCALS Session Manager Electronic Office.

Figure 34 and 35 must be completed to open the
Recommended Change task assignment.
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# JCALS Session Manager = IIZI |i|
Eile Edit W¥iew Help
3| =2 m=|
= Tools i1 =
1. \ ~-B Administraton =
-y Enginesring Ca | Enginesring Data . JCALS Desktop Open Wiorkfoldsr Lo
tools Search 2,
@ Uity tools i ) ﬁ
Reference Library Report Generator W ark flom
: ] ShortCUt_S Search Assistant
20 Log Entries
Sp ) 1. Highlight Electronic Office.
workfiow  workfiow Morid 2. Double click on the To Do List.
Manager Tool (WK
[ —
Imotd Closing |[corMMECTED | [ 4'
Figure 34
% To Do List For memillin - o] x|
File ‘iew Options Help
CIEIRSTEINA]
Assignments |Personal Tasks | Delegated Jobs |

Type | Asgsignment | Priority | Assignee ... | Task Status | Release Co.. | D.| Joh

! Task TMREQTEMP  ROUTINE NOTIFIED MNOTIFIED All 0. Pub_
Decision ACC/DOTO ROUTINE COMPLETE COMPLETE All 2. Rec_

A Task 3 ROUTINE COMPLETE MNOTIFIED All 2. 261,
hdilestane START ROUTIME COMPLETE  COMPLETE All 2. Reor
Decigion ACC/DOTO ROUTIME COMPLETE COMFLETE All 2.

LETE COMFLETE All 0.
0.

Start FOUTINE COMP
ROUTINE CTI| NOTIFIED A
Start ROUTINE COMPLETE  COMPLETE All

AT

=

When the To Do List opens note that there are two Assignments that relate to the
Submitted Recommended TM Change, one for each E-mail notification the PIM
will receive after submitting the task. In this case double click on the Decision for
the PIM with the NOTIFIED Assignee Status that is associated with the submitted
task. Go to figure 42 to continue. Note that the Milestone for the same Job
indicates that the Task Status is COMPLETE. There are no further PIM
requirements needed for the Milestone Start Assignment. See Figure 36 if the
Milestone was double clicked by mistake.

Figure 35
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Milestone Assignment il
e ——
Job Title: Fec_Chg_01-S0STEST-2_104-141-191 Status:
Milestane Title: @ Start U5 Apr 700 14:33
TaskDuration: T DRYE Due:  05Apr2002 1433
|
Warkfalder: IRec_Chg_m -SOSTEST-2_104-141-1 =
Notiy: T o Tl31s Email l}otlﬁcatlon indicates that t.he
= Milestone Title Start (the first bubble in the
_— Recommended TM Change workflow) is
BSsCrpiion:

COMPLETE. Note only the Close and Help
buttons are visible. Click on the Close button.

Warkfolder I

Job Sub-Job | Comments |

Froblems |

Belease

Figure 36

¥ 'OUTBOX' - Message (Plain Text)
JEl\e Ediit Wiew Insert Format Tools Actions Hep <0 f B Eserd B

]ﬁéaeply ‘@Repl\/toﬂ\\_l |$!?Formard |é| v |E&,‘ X|* ¥ 'A=| ]

From:
To:
Cc:

Rod E. McMillin [memillin@egafb1wnd.eglin.af. mil]
mcmillin@egafblwid eglin.af. mil

Subject: 'OUTBOX'

IDESCRIPTION = New Task from Job Rec_Chg_01-SOS]

FILES = 2

1 = thome/egafb/memillin/cals/tmp/outbox13331/OUTBO
2 = thome/egafb/memillin/calstmp/Rec_Chg_01-SOSTES
TO = memillin@egafb1wnd.eglin.af.mil

DATE = Friday, 05 Apr 2002 14:33:25

[END OF HEADER]

Open the second E-mail notification and
double click on the To Do List icon.

NOTE:

If the PIM’s e-mail profile has not been

configured to forward JCALS e-mail to

the users desktop (PC) or base default

mail program, the PIM must open the To

Do List in the Session Managers

Electronic Office. See figure 30 and 40.

OUTBOX_MA... Rec_chg_01..,
(1798) (96 B)

]

[ |

Figure 37
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Opening Mail Attachment

Opening :
& Rec_Chg_01-SOSTEST-2_104-141-191_ 104-107-4591_1.tas

W ARMIMNG: Waeh pag
may contain viruses
computer. It is impo
frustworty source.

What would vou like to do with this file?

1. Select Open it.
2. Click on the OK button.

 Sawve it 1o disk

¥ Always 3

7. pre opening this type of file

Ok Cancel

¢ JCALS Session Manager
Filz2  Edit “iew Help

Figure 38

— o] ]

[ L1 Log Enfries

[

JImotd Closing

=0 Tools

Enginesring Data

=

work flow

Search
LUility tocls ﬁ
-Dgwortct:ts Reference Library Report Generator wwork flow
i Search Assistant

=2

JCALS Deskiop Open Workfolder

1. Highlight Electronic Office.

work fl Pt 4 s
Moo Tooicamm | 2. Double click on the To Do List.

[CoMNECTED | | |

.
Figure 39
W To Do List For memillin = |E| il
Fle VWiew Options Help
CIETESTETR ]
Assignments | Personal Tasks | Delegated Johs I
Type | Assignment | Friority | Assignee |Task Status | Release Co. | D| Job
¥ Task TMREQTEMP  ROUTINE MNOTIFIED  NOTIFIED All 0.. Pub_Order_1LG_01-SOSTEST-7
Decision ACCDOTO ROUTINE COMPLETE COMPLETE All 2.. Fiec_Chg_01-S0STEST-7_104-141-94
M Task 3 ROUTINE COMPLETE MNOTIFIED All 2. 261 _updates
Milestone START ROUTINE COMPLETE COMPLETE All 2... Reorder_Natification_104-125-25
Decision ACC/DOTO ROUTINE COMPLETE COMPLETE All 2.. Riec_Chg_00-5-1_4-141-3588659
Milestone Start ROUTINE COMPLETE COMPLETE All 0. Test
Dlecision FOLUTINE ACTIYE ACTIVE .. F hiy (] = -
Milestone Start ROUTINE COMFLETE COMPLETE All (.. Rec_Chg_01-S0STEST-2_104-141-191

Double click on the Decision Type, PIM Assignment that is associated with the
Submitted Recommended TM Change.

Figure 40
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Decisinn Assignmient ll
Job Title: Rec Chg 11A8-7-1_104-141-70a Statu
Decision Title: Start: ran 2002 16:20
Decizion Duration: 0 DAY'S Due: 30.Jan 2002 16:20
“wiorkfolder: [Rec_Chg_11487-1_104141-70 Released:
Assigned To: Fod E Mahiin ;I Fricrity: ROUTIME
Sub-Jobz: 0O
Drezcription:
=
Click on the Release button.
Job Sub-Job | Eammentsl Froblems | Felease Cloge | Help |
Figure 41
x|
Title: Pk
Anzwer:

| Click on the pull down menu button. A Decision
is required here. See the ACC Sup to 00-5-1 for
the appropriate coordination office POC
responsible for the subject technical order.

Figure 42
Select the HQ ACC coordination
Title: Pit4 office POC as specified by ACC

Sup to 00-5-1 for the subject
technical order. If the office
EEE-EE}’@E“ symbol is not available, send to

f_l MSgt Brooke Jensen.
=1 RN RA
[arr Crenp

Figure 43

x

Title: Pk

Click on the OK button
when the appropriate HQ
ACC POC has been
Comments Cancel| selected from the pull down

Anzwer;

Figure 44

16.1. -22 of 32



Release Task L‘;

azzociated with this task?

Hawve pou unlocked all “workfolder objects

3

eleasze Task?

My Click on Yes.

[ Don't azk me again

Figure 45

¥ 'OUTBOX' - Message (Plain Text)

| Eie Edit View Insert Formst Tools Actions Help = % B =send H

=lofx]

J!?d&eplﬂﬁ?dRep\ytoAU|‘»§Forﬁard|§| ¥ |%‘X|4'*'A’|@.

From:  Rod E. McMillin [memillin@egafhlwnd.eglin.af. mil]
Ta: memillin@egafblwnd.eglin.af.mil

Cc

Subject:  'OUTBOX'

Upon receipt of E-mail
Rec_Chg notification
double click on the To Do

[DESCRIPTION = New Task from Job Rec_Chg_01-SOSTEST-2_104-

FILES =2
1 = fhome/egatb/memillinfecals/tmp/outbox31272/OUTBOX_MAIL.HDR

2 = thome/egafb/memillin/cals/tmp/Rec_Chg_01-SOSTEST-2_104-141-191_104-107-4591_3.task

TO = memilin@egafb1wnd.eglin.af.mil
DATE = Friday, 05 Apr 2002 15:26:19
[END OF HEADER]

List icon.

CUTBOK_MA... Rec_Chg_01... =
(1798) (96 B) i

[» ][«

Figure 46

{Opening Mail Attachment

Cpening:
& Fec_Chg_01-SOSTEST-2_104-141-191 104-107-4391_3.tas

WIARNING: Web pages, executabl
may contain viruses or scripts tha

1. Select the Open it option.
l 2. Click on the OK button.

trustworthy source,
What would vou like to do with this file?

v Always ask before opening this type of file

computer. It is important to be certain that this file s Tom a

Figure 47
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NOTE: In the following example the Task Assignment with a Task Title: PIM Submit,
would indicate that the HQ/MAJCOM has concurred (AGREE) with the AFTO Form 22
Rec_Chg request. The PIM would review the returned Rec_Chg request (see Figures 48
thru 57. However; had this been a notification where the HQ/MAJCOM had non-
concurred (DISAGREE) with the Rec_Chg the PIM would have received a Decision
Assignment with a Task Title: PIM. In that situation the PIM would reviewed the
HQ/MAJCOM POC Comments and or Problems, make the suggested changes/
corrections/additions and Release the workflow back to the HQ/MAJCOM POC or
Release and select Disapprove whichever was appropriate.

Task Assignment x|
Job Title: Fec_Chg_01-S0STEST-2_104-141-191 Status: @

Start e 15:25
TaskDuration:  3DAYS Due:  10Apr2002 16:25
Warkfolder: [Rec_Chg_01-S0STEST-2_104-141-191 Released

. Friarity: ROUTIMNE
Assigned To Rod E Mchillin -] i
Sub-Jobs: 0
Description:
Motifictation for the Pl that the AFTO 22 has been successfully coordinated [AW ACC sup. to 00-5-1 and is ready for him/her ;I
to subimit to the ALC in JCALS.
JCALS will autormatically route the change to the appropriste office baged onthe praponent ID when the Pl subimits.

1. View the Comments/Problems and take
action if appropriate.

2. Click on the Workfolder button.

Jaohk Sub-Joh | Comments Problemsl Felease | Close | Help |

Figure 48

E¥ Rec_Chg_104-141-191 - Open Workfolder _ o] x|

fle Edit Yew Optons [ETM Help

1. Bl =]

=@ Your workfolders (partal view)

&1 [ Rec_Chg_01-S0STEST-2_104-141-191
R #FTO Form 22

1. Highlight the + composite folder.

2. Right click on the instance file and
select Open, To Edit or See Figure
50, highlight the instance and click
on File, Open, To Edit.

Figure 49

Refrieve To View

Wiew Object Properties... To Redline

Yiew Cbject Comments.., IADE To Edit

WYiew COmporents... IADS Tio Yiew

Updlate GBAT Permizsions, . 'I—'_'_ |2
Send to Cutbox CONNECTED

Figure 50
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Click the program you want ta uze to open the Application |f
the program you want to use is nat in the list, click Other.

x|

Chooze the program pou want to use:

Farmat

| Application |

Technic.

™ Always use this program to open this tpe of Hle

1. Highlight the second or third line.
2. Click on the OK button.

Cancel | Other...
Figure 51
1. Check all the information on the General Tab
B update a Recommended TM Change f()r completeneSS/accuracy.
Fil Edit Vi Opt Hel .
— IEIII - Tr /= = 2. Note that the Status will change from Saved to
F— Active when the Recommended TM Change is
eneral I Fublication I Deflclencyl Disposition I R
Contral Ma.—————Local Conirol ha. Smeltted'
1. —— - 3. Note there are no comments attached.
Priority Status
“RUutinE#CATII \ = |[z=ved J — —— y—
Approval Date ontractor Date Sent To Ewvaluatar Date Sent far Signature
| 4 | | |
4 :
Feguester Submitter
“Rud Ew =l hRudEMcMinin A ‘
3.
/ 'd
2 d /
’ 4] *{ [ ]
NG COMMENTS T 4

For Help, press F1

Figure 52

B update a Recommended TM Change

File Edit ‘iew Options Help

=101 %]

0| E | S|

Gen FPublicatian | Deficiency Dispositionl

 Publization Ma.

Pub Stock Ma. —Bazic Pub Date

g

OSTEST-2

]

14 Feb 2002

IU‘I T046022000008

 Revizion M\o.———— —~ Change Mo

Propanent 1D:

HMEMMD

— Page Mo.

— Function Mo. — Line/ltem/Step Mo,

Paragraph Mo. Figure Ma. Tahle Mo.
I —— | |

 Pub Title

CAF JCALS TRAINING MANLAL

Check the information on the Publication Tab
for completeness/accuracy.

Far Help, press F1

Ll
MO COMMENTS | UM Y

Figure 53
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B update a Recommended TM Change
Fie Edit ‘iew Options Help

(=]

EICTEY] _—

Generall Publication Deficiency IDispositiDnl

— Shont Description of Deficiency

ST AFTO 2

[—|
[ |

—Deficiency

TEST AFTO FORNM 22

Check the information on the Deficiency Tab
for completeness/accuracy.

— Recommended T Change

TEST AFTO FORM 22

=

[]

|

|+

For Help, press F1

Mocomvents [ [ [ 4

B update a Recommended TM Change

File Edit Vi ptions  Help
0 | | Gather Data from Reference Library...

— Approve
1. 1 cerera | Puslic TR
Link as Duplicate. ..
Lrlirk Cuplicats
igw Original.,.
P riarity COpen Workfolder
/ IRoutinejCATI Comments...
2. Approval Dat Reports...
i ||

Figure 54

(=]

ok

Fe=q 1. Click on Options.
2. Click on Submit. The
Recommended TM Change

—Hﬂ request has now been

submitted to the Proponent

Feguester
“Rud E tchdillin

& [Fod for this TO.

|

|+

Submit this Recommended Change

Mocomvents [ [ [ 4

Successul!

Figure 55

Form - 104-141-191 was successfully submitted.
The associated Workfolder is - Rec_Chg 01-SOSTEST-2_ 104-141-191

T

Note the screen message and
click on the OK button.

Figure 56
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Task Assignment |

Job Title: Rec_Chg 01-SOSTEST-2_104-141-173 Status:  ACTIVE
Task Title: PIM S ubrmit Start; 02 Apr 2002 14:51
Task Duratiar: 3 DAYS Due: 05 Apr 2002 1451
Workfolder [Rec_Chg_01-50STEST-2_104-141-173 Ak
Assigned Tar Rt E Mk ;I Fricrity: ROUTIME
Sub-Jobz: 0
[:fs_ifip“?” — — Click on the Release button to
otifictation for the that the as been successtully coordinate
for him/her o subrmit ta the ALC in JCALS. complete the HQ/MAJCOM

Coordination workflow.

JCALS will aukamatically raute the change to the appropriate office baged on
zubmits,

4]

Job Subdnbl Cnmmentsl Prnhlemsl Feleasze Cloze | Help |

Figure 57

NOTE: If the PIM’s e-mail profile has not been configured to
forward JCALS e-mail to the users desktop (PC) or base default mail
program, the PIM must open the To Do List in the JCALS Session
Manager Electronic Office to monitor incoming Task/Milestone
notifications for Recommended Change Status Changes.

™ Recommended Change Status Change - Message (Plain Text) - |EI |1|
J File Edit Wiew Insert Format Tools Actions Help «2 & 2 Ecend H |
Jﬂd&eply |®Reply to Al | %€ Forward |§ | » ||E' b | *~ '/ - ﬁ| 2.

From: rod. mermillin@eglin.af, mil Sent: Fri 4/5/2002 4:07 PM

To! rod. rcrmillin@eglin.af. mil

Cc:

Subject: Recommended Change Status Change In this examp]e the Recommended Change

RECOMMENDED CHANGE NO 104-141-191| Status E-mail notifies the PIM that this
Rec_Chg has changed from Saved to
Active. Close the E-email and proceed to

PUBLICATION TITLE ~ CAF JCALY TRRININ Figure 62.

PUBLICATION NO 01-SOSTEST;

DESCRIPTION TEST AFTOJFORMR2 J

Status has been changed from 'Saved' to 'Active’.

Figure 58
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¥ Recommended Change Status Change - Message [Plain Text)

=10 x]

JEiIe Edit Wiew Insert Format Tools Actions Hep = 4 B =5end [H |

Jﬂ&&eply |Q@Reply to Al | 9% Forward | = | v | By X | b A

Fram: rod, memillin@eglinaf. mil
To: rod. memilling@eglin.af. mil
(CiEs

Subject: Recormmended Change Status Change

RECOMMENDED CHANGE NO 104-141-191

PUBLICATION NO 01-SOSTEST-

PUBLICATION TITLE  CAF JCALS IRAWNING

Receipt of this E-mail will be the PIM’s
first notification that the Active status of
the Rec_Chg has changed. In this
example the Recommended Change
Status E-mail notifies the PIM that this
Rec_Chg has been Approved. A
Disapproved (or other) status change
would also be indicated on this line. Close
the E-email and proceed to Figure 62.

DESCRIPTION TEST AFTO FORM

Status has been changed from 'Active’ to 'Approved'. :ll
Figure 59

¥ 'ODUTBOX' - Message (Plain Text) = |EI |i|

JEiIe Edit View Insert Format Tools Actions Help <2 & B2 =send

Jﬁéﬁeply |!¥€Replyto}\l_| |9§Forﬂard |§ | v |%‘ b | PR A| @ ,l:

L4
LA
LA
L4
L4
L4
N
L

Frorm: Rod E. Mchillin [mcmillin@egafblwnd.eglin. af.mil]
To: mecmillin@egatblwnd.eglin.af.mil
Cc:

Subject:  'OUTBOX!'

L2
Sent: Tue 4/8/2002 11:02 &M

o
L
]
L4

0
3

DESCRIPTION = New Task from Job Rec_Chg_01-SOSTEST-2_104-141-191 Al

FILES =2
\1 = /fhome/egath/memillin/calstmp/outbox12402/OUTBOX_MAIL.HDR
= fhomefegath/mcmillin/cals/tmp/Rec_Chg_01-SOSTEST-2_104-141-191 _

A o

CUTBOX_MA... Rec_Chg_O1..

Figure 62.

Receipt of this E-mail will be the PIM’s second
notification of the subject submitted Rec_Chg. Upon
receipt double click on the To Do List icon. Go to

(179 B) (96 B)

=|

Figure 60
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Milestone Assignment

x|

Status:

Job Title:

Milestone Title: € Stop 2 / Start: 09 Apr 2002 11:01

Task Durafion: 0IDAYS 1. Due:

Warkiolder; |Fec_Chg_01-80STESTH 191 — — —

Matify: Fod E Matilin o] 1. Note the information on the Milestone
B Assignment screen. Job Title,

B Milestone Title, Status. Check the

Comments and Problems buttons.
Click on the Comments and Problems
buttons to ensure no further action is
required on this screen.

3. Click on the Workfolder button. Go to
Figure 65.
—
Job Sub-Job | Comments Froblems | Belease | Close Help
Figure 61
¢ ICALS Session Manager - |EI|£|

File Edit Yew Help

< @

Engineering JZALS mn Outho Reference Report
Data Search Des| older j ator
L7 p 1. Highlight Electronic Office.
wokiow  workiiow _wod 2+ Double click on the To Do List.
..... (£ Shortcuts Assistant Manager Mani
----- [_7) Log Entries
N —
To Do List Cache Refresh Started COMNECTED [ 4
Figure 62

W To Do List For memillin

=1o| x|

Bile  Wiew

Optidgs  Help

On the Delegated Jobs tab highlight
the completed Rec_Chg.

Delegated Job
R il E - 104-141-
A Reorder_Notification_104-125-25

ACTIVE

Due Date/Time

problem_order COMPLETE 01 Apr2002 13:54
testingwarkflows COMPLETE 01 Apr 200z 15:59
For Help, press F1 [Future Tasks Forwarded To: Y
Figure 63
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=lof x|

% To Do List For memillin
Fle Wiew | Options  Help
Open Parsomal Task 2.

Open Assigriment...
1. Assignme  Open Job W(

Due Date/Time

Forward Future Tasks...
Cancel Forwarding

7

4

ACTIWE

COMPLETE . .
Delete Job(s) COMPLETE 1. Click on Options.
archive Jobi(s) 2. Click on Open Workfolder.
Open work folder associated with selected item [Future Tasks Forwarded To: 4'
Figure 64

|0 x|

B3 Rec_tthg_01-808TEST-2_104-141-191 - Open Waorkfolder
e Edt ¥ew Optors [ETM Heb

) elx]elo] gel) v

Click on the + (partial view) workfolder.

[HRec chg_104-141-191

PFor Help, press F1 COMNMECTED: 2

Figure 65

=10 x|

Fletlame | Format

= @8 Your Workfokders (pertial view)
= [ Hee_th_01-S0STEST-2_104-141-191
[ AFTO Form 22

3 4. | Figure 66A

3 Rec_Chg_104-141-70 - Open Workfolder

File Edit ‘“iew Options IETM Help

el mi el =
*

| |

FileMame

To View
To Redline

IADS To Edit
IADS T Wiew

Retrieve
Wiew Object Properties. .,
View Object Comments. ..,

alidate

Exit

Ll

To Edit [CONMECTED.

Figure 66B
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: Open With =

Click the pragram pou weant ta use to open the Application |f
the program pou want bo uze iz not in the list, click Other.

Chooge the program pou wank bo uge:

Format | Application |
por T echnical M anual Publication Change R...

cal b anual Public Ch .
por - CivhsjposshdatahToaolsvwfarkf. .

1. Highlight the second or third program Application.
2. Click on the OK button.

2.
Ok Cancel I Other... I

Figure 67

B update a Recommended TM Change

Fle Edt Vew Cptons Help 1. View the Status, Approval Date and Comments.
Du|&|| 2. Click on File and select Exit from the pull down
General | Puhblication I Defir:ienv:yl Disposition I menu.

Control Mo, —————Local Cantrol Mo, ———————wwarkiolder Name
EI*'H 41-191 IIAW TO 00-5-1 ‘IRE\:_Chg_DPSOSTEST*ZJ 04-141-191
Friarity ’, Status “ Date Initiated Suspense Date
Froutined CaT 1l u [2pproved J ﬂ“ns Apr 2002 |Us Apr 2002
— &l o Contractor Date Sent To Evaluatar Date Sentfor Signature

Submitter

“RUdEMCMiIIin \ i =l hRudEMcMinin 2 ‘

For Help, press F1 ND COMMENTS 4

Figure 68

=|ol x|
hew. | /
Commit..
n | Deficien Dizposition
Print.. I cyl = I
Save As Filadf I Local Control No.————‘#/orkfolder Name
||IAW TO 00-5-1 ‘IREC_Chg_DPSOSTEST*ZJ 04-141-191 ‘
Status Date Initiated Suspense Date
“RautinefCATH ~] ‘IAppruved =] IU5 Apr2ii2 IU5 Apr2002
Approval Date Date Sentto Contractor Date Sent To Evaluator Date Sentfor Signature
“ﬂEApr 2002 HE | | |
Reguester Subrmitter
“RodEMchllm A hRodEMcmmm oy ‘
Quit the application; prompts to save documents MO COMMENTS Z

Figure 69
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B3 AFTO Form 22 - Open Workfolder - i [=] ]
Dl Edt Yew Optiors [ETM Hep

Blo[s] 5lm] Bix(E@] Glele] =]

= B Your Workdokders (et view) Name FleMame | Format [Type [ Copy ho. [Modiied [
= [ Her_{hg_ 01-508TEST-2_104-141-191 AFTCForm 22 AFTC., v 1ok fle collechion 2 Df0R2007 14:33:11
(R AFTO Form 22
AFTO Form 22
0 [B Rec_Chg104-141-191 . .
) ? 1. Click on the most current + AFTO Form 22 composite file.
For Help, press F1

2. Right click on the instance.

3. Click on Open and To View from the pull down menu. Save
the opened AFTO Form 22 to the PC hard drive or to a
common server folder. This completes the HQ/MAJCOM
coordinated AFTO Form 22 process.

Figure 70A

B3 AFTO Form 22 - Open Workh ler

Fle Edt View Options [ETM Hep

Bl &) (%] 2= 0] gl
= @8 Your Workfokders (pertial view)
= [ Hee_th_01-S0STEST-2_104-141-191
(B AFTO Form 22
G| +FTC Form 22
® 3 e Chg_104-141-191

COMMECTED 2

Figure 70B

The PIM's should give the Recommended Change 7 days after it has been
submitted to see if it is being worked in JCALS. If the rec. chg. has not been
opened after a this time a follow-up phone call should be placed to the TM
manager. If the TM manager indicates that he or she does not want to use
JCALS for the rec. chg. process the PIM should take note of the mangers
name/directorate and forward that info to HQ ACC Recommended Change POC
(MSgt Jensen, DSN: 574-4961, brooke.Jensen@langley.af.mil then resubmit the
rec. chg. using existing methods (i.e. email).

RETURN TO INDEX
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17. SUBMITTING AN INCIDENT
REPORTING AND TRACKING
SYSTEM (IRTS)
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17. SUBMITTING AN IRTS

The following Training Aid was developed to provide visual
instructions for Submitting an IRTS. This aid is to be used in
conjunction with the established JCALS Desktop Instructions for Air
Force Users. This training aid is in no way intended to be a stand-
alone instruction. This material is intended to provide users with the
minimal requirements necessary to process an IRTS. When the user
becomes familiar with these screens the more advanced functions of
this program can be utilized.

These instructions are based on the assumption that the user has
completed the JCALS Web Based Training (WBT) program.
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17. INCIDENT REPORTING AND TRACKING SYSTEM (IRTS)

IRTS provides an on-line reporting and resolution capability for both
hardware and software problems. This report is reviewed by the local
System Administrator and the System Operational and Support
Capability (SOSC), if necessary, and acted upon as expeditiously as
possible. IRTS reports may be returned to users for additional
information, for clarification of the actual problem, or for closure.

2.2.5 SUBMITTING AN IRTS

| . AVERAGE RESPONSE TIME FOR THIS PROCEDURE IS 45 SECONDS.

Remember, the Incident Reporting & Tracking System is only as good
as the information provided. When reporting an IRTS provide all the
information possible so that the process where problem has occurred
can be duplicated by others. If steps are left out that led to the
problem the same process can not be duplicated. Different results will
occur and the problem will not be corrected.

ce  RoleTool [RT)  ‘Workflow
ai M aintenan
0 Lk
‘8 EditAfiew tool:
£ Utility tooks
- TM Tools
& En
| 354 o [4— 1.
1. Double Click on the IRTS Administration Icon
(See Figure 2 for results) Or
2. Click on the IRTS button (See figure 3 for results)
5 I—
User turnere logged into egafblwnd ’mmh’i 4

Figure 1
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Chil+h

Piint & etup...\ fiviege
Brint Eresiem

| Prep. Date/Time | Origir Or Respon... | Since | Statug | | Lpdate Datel C
08/06/2000 131202 turmen — zozomain - 0B Aug 2001 open 07 Aug 2001 O

Erint Heport \

Save Hepart

1.

Frint Repaort List
Save Report List

Exit

1. Select the Submit An Incident Report button Or
2. Select File and from the pull down menu select

New.

|

Create a new document

T

Figure 2

NOTE: As much of the following information as possible should be included
when submitting an IRTS;

Workfolder name

Workflow number

Publication and stock number

What was the process that was running?

What was the Air Force DI# (Desktop Exact stored procedure name or error

Instructions) step #?

message

What is the GDMS Error?

Name of org where user belongs

Name of user or acct login

Debug file from site

Was it done on the PC or UNIX side? Screen name where user having problem

Check OBAC

Check RBAC

Was the system up?

Table 1
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f Submit An Incident Report !li[

3. - Originatar
\ Login,  tumere é\l Prepared By:  Thomas E Turner

g:  Thomas E Turner Sl 4, .-'|EGAFE j

7 3
—Incidentk — /
1 Titler :ISpemfyImtlalDlsthlaTM Class ITM Froceszes j
Occurence (05 5an 2001 ' itial Distributi - L.
| Date/Time: I &p HE |1|j,32 Suhclas3_._|ManageInltlalDlstnbutlonfolaTM _I
Pricrity: .;3| Idrgent *
5, 2.
Degcriphion:

Frovide a DETAILED explanation of the problem you are having. Include TO number, account number, dates, anything
that will help someone duplicate vaur problen,

7. > aK I Apply | Canhicel | Help |

Figure 3

° .

QAU R W=

.

Select the Type process from the pull down menu that was used at the time of the error. See Figure 4.
Select the Subtype process from the pull down menu that was used at the time of the error. See Figure 5.
Select the TM Process from the pull down menu that was used at the time of the error. See Figure 5.
Select the Date from the pull down calendar & enter the Time when the problem occurred.

Select the Priority button and select the appropriate priority.

Select Description and type in a detailed report with references to the appropriate DI paragraphs where
the problem occurred.

Select OK

¢ JCALS Session Manager =[O
B EEE Lo T e =

b

-] Tools F
B Administration @ ;,% X
i~ Database
; Electronic Office | [*
Lirks
=, Editiew tools
- Ulilly tools
T Toolss
i gy Engineering Data &
[0 Shortcuts
-] Log Entries

S TM Repoit X-teminal
Generatar

Submit An Incident Report “Incident Class” block
Indicate which Tool was used when the error
4 ] occurred. TM Processes

User tunere logged into egafblwnd

Figure 4
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4 Select a TH Process Type and Subtype _ |O] x|

Tvpe [«]
Develop T Reproducible Master
Generate Histary Bepaorts

Generate Inventary Repartz
Generate Th Index Reports
Improve Th
tanage Initial Distribution for a T

tanage Initial Distribution for a T £ urt LI

kd 2k mma broanbarn

N X

=

Specify [nitial Distrib

inn Beguirerments for Subaccount

1. Submit An Incident Report “Incident Subclass” block
Indicate which “Type” TM Process was used when the
error occurred.

2. Submit An Incident Report “Incident Title” block
Indicate which “Subtype” TM Process was used when

the error occurred. Abbreviate if necessary.

Figure S

® Subrit thiz Incident Bepart?

This screen will appear.
Select Yes.

Figure 6

This screen will now
appear. Select OK. The
IRTS has been entered into

Incident Repart: 104-103-228 | (10 databhase.
Title: test — '
Has been successfully entered inta the databaze.

Figure 7
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Note: To view the current
and all previously submitted
IRTS from this screen,

proceed to Figure 10.

| Prep. Date/Time | Originat... | Site —
\ 09/05/2001 13:41:55  turnere EGAFE  jadmin 05 5ep 20001 new 055ep2001 T
M ODA Haole and Privilege 08062007 131202 turnere (== e malell kl mlall el

L

4]

1. This screen will appear now if
in Figure 2 above the “IRTS
Administration Icon” was
double clicked. If the “Select
File and from the pull down
menu select New” procedure
was taken in Figure 2, see
Figure 9.

2. To initiate another IRTS
report Select the Submit An
Incident Report button and
repeat Figures 3 thru 7.

Or
3. To end this session select File

For Help. press F1

and from the pull down menu

¢ JCALS Session Manager
‘File  Edit “iew Help

select Exit.
Figure 8

WG]

A

ik Database

L Links
Edit/View toals
€ Utility tooks

-y TM Tools

! gy Engineering Data &
(1 Shortcuts
([ Log Entries

< |

User turnere logged into egafblwnd

mem H % B 2 =

Generic
Electronic: Office Referenc

Reference  Role Taol RT)  Workflow
ibrary Mai Maintenan

Current and previously submitted IRTS can be reviewed,
Double Click on the IRTS Administration Icon

mwEsEs [ )

Figure 9
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! IRTS I [T 3 |

R
Report # | Title \ | Prep. Date/Time | Originat... | Site | Respon... | Since | Statug | | Lpdate Datel C
104-103-228  test 09/05/2001 13:41:55  turnere EGAFE  jadmin 05 Sep 2001  new 055ep 2001 T
0803374 TODA Hole and Frivitheg | ORS00 131202 turnere EGAFE  soseman Ok Aug 2001 open 07 dug 20001 0
2.
1.
1. All current and previously submitted IRTS will
populate this area.
However,
2. If this area is not populated go to View and select
Filter from the drop down menu (See Figure 11).
«| | ol
For Help, press F1 [ MUM i

Figure 10

Select Filters for Heport List

Feport Statuz; T Mew v Open v Fu:urwarded__.;:x Clozed

/ IRTS Mumber From: I .".:-TD: I
OR Preparation [ ate From: I HE| Tax |

\ Date Responsible From 28} 1. Select Report Status required.
Update Diate Fram: EE] 2. NOTE: To view only the IRTS

M wnerd you (Responsible Login) have
| | submitted select the Responsible

Login Scissors Icon and skip

bl

Clazs: ten 3
step 3.
Subclazs: .

HhEEss Al 3. OR To view all the IRTS
Action Taken: Al .

- submitted by your base select
Fricrity: Al the Originator Login Scissors
Site: Icon.

|BEALE_AFE1 4. Select the OK button.
S|Catwion
| CARSWELL ==
~{CECOM1
A CORPUS_CHRISTIZ
|C5C_MARLTOM 4.
ESS_PﬁNﬁMﬂ_EV
i e
Ok | Apply I Cancel I Help |

Figure 11
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! IRTS =0
File Edit Wiew Help
=
| Title | Prep. Date/Time | Originat... | Site | Respon... | Since | Statug | | Lpdate Date =
09/05/2001 13:41:55  tunere EGAFE  jadmin 05 5ep 2001  new 05 Sep 2001

Account Reconciliation Repart 08/28/2001 10:01:21  larsonw EGAFE  jadrin 28Aug 2001 new 28 Aug 2001

B ackorder Report 08/28/2000 03:14:25  danielry EGAFE  jadmin 28Aug 2001 new 28 Aug 2001
104-103-223 REQ_SEARCH_POS ;2 1/2000 08:23:43  jadmin EGALEN jadrmin 27 Aug 2001 forwarded 27 &ug 2000
104-103-2256  SearcWgef Library cann't view 2442000 16:44:34  jadmin EGARPN zozcmain 24 Aug 2001 open 28 Aug 2001
10410 4 training /2001 11:02:42  cranmore E jadmin 23Aug 2001 clozed 0..24 Aug 2001
10441 10 for Publicatid 001 072010 larsonw EGEFE  jadmin 21 Aug 2001 cloged 0,27 &ug 2001
104103 training : geeting j jadmin 17 Aug 2001 clozed 0..20 Aug 2001
104103 Azzign T. 0. number o TS dunawaya PLAFE  jadmin 14 Aug 2001 forwardeg 14 Aug 2001
104-103-2 Order a Pub dixonjj GAFE  jadmin 14 Aug 2001 0..15 Aug 2001
104-103-214 triining turmene EGAFE  jadmin Clozed 0.15 Aug 2001
104-103- inn Manager lcong EGAFE  zozcmain closed 0.10 &ug 2000
104-10 EGAFE  jadmin O dug 2001 closed 0..13 Aug 2001
104-10) 2 rate |0 report by Account == 07 Aug 2001 forwarded 07 Aug 2001
104-10) ¢ ing Publication Mumbers 08/07/2001 zozomain - 07 Aug 2001 open 27 Aug 2001
104-100 procedure execution pro 087072000 10:24 jadmin 07 Aug 2001 clozed 0.17 &ug 2001
104103-217  Information Technology Special 03/07/2000 15:42:4: jadmin 07 Aug 2001 clozed 0..15 Aug 2001
104103211 test261 07/29/2001 10:13:5 jadmin 0B Aug 2001 closed 0..06 Aug 2001
104-103-214 TODA Role and Privilege 03/06/2001 13120 zozomain - 0B Aug 2001 open 07 Aug 2001
104-103-213  "LO" in the Reference Library 080642007 13:02:5 soscmain OB Aug 2001 clozed 022 dug 2001
104103212 test 261 07/29/2001 11:19. 5 ey jadmin 29Jul 2001 closed 0..02 Aug 2001
104-103-209 1F-154-2-08)G-00-2 07A7/2001 10:17:49  speraw EGAFE  jadmin 17Jul 2001 closed 0.23Jul 2001
A0 0G0s e IO o 2 Db lioatiog 0742200l Dl DAZ ey EGEE iadmin 13 Ll 2001 Jozed O E L 200d

The IRTS selected have now populated all the appropriate fields.

Individual IRTS folders can be viewed and printed if needed. Highlight the

folder to

be viewed.

Click on the Open folder icon. View/Print the open IRTS folder as required
To end this session select File and from the pull down menu select Exit.

Figure 12

RETURN TO INDEX
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JCALS on the World

: -" - . -.4',-?.i'-k-
S Wide Web R SN
AR\ o Rt SN SN
W2 TS A N\
\‘\(.::I A f‘?y
Eglin JCALS

https://jcalsinfo.eglin.af.mil/
A proud member of the Air Force JCALS Team

To view the Latest Official ( LO )
JCALS 3.1.1 TODO FUNCTIONIAL USERS GUIDE

(*Note: Prior to performing the below search All SWP 3.1.1 JCALS users must disable “Enable
Full Text Search” in the Search the Reference Library screen - Option pull down menu.)

Open JCALS, double click on the Search the Reference Library icon (in the Electronic Office folder),
click on the Search Icon, click on Clear, in the Number field type in J%, click on the Org Identifier Icon,
click on Clear, in the Site: field select EGAFB from the dropdown menu, click on Apply, in the Results
field select EGLIN/EGLIN AFB - Ft. Walton Beach-FL EGLIN, click on ADD, click on OK, click on OK,

highlight the “° JCALS 3.1.1 TODO FUNCTIONAL USERS GUIDE file, click on the Open or the Save to
workfolder Icon.

TODO Training Information
http://www.ide.wpafb.af.mil/lJCALSTngWeb/Training.htm
Click on “TO System Retail Operations Training Aid”

Web based Interactive Course Ware Integrated Digital Environment Program Office
https://www.jcals.army.mil/jcals http://pdsm.wpafb.af.mil/
Army JCALS WRALC Tech Manual Support Section
https://[trainingweb.jcals.army.mil/ http://137.244.215.33/tiltilta/
JCALS Desktop Instructions U.S. Army Aviation and Missile Command JCALS
http://pdsm.wpafb.af.mil/toprac/jcals di.htm SITE
http://pubsweb.redstone.army.mil/jcals/jcals.htm
AFTO FORM 22 (MS Word) Air Force Centralized IRTS & CR Action Site
http://www.pdsm.wpafb.af.mil/toprac/afto22s. http://pdsm.wpafb.af.mil/irtslHOMEPAGE.htm
htm

EGLIN JCALS CAF HELP DESK: DSN: 872-9300 x 5777
COM: (850) 882-9300 x 5777

EFFECTIVITY: JCALS SWP 3.1.1. 01 OCT 02. Replaces all earlier versions.

RETURN TO INDEX
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